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PERSONNEL POLICY MANUAL II I Subject, Definition of 
Academic Titles 









to meeting the above requirements, a 
faculty member must have held the 
rank ·of Assistant Professor for a 
minimum of four years, three of vhicb 
must have been at Morehead State 
University. 
S. Professor--The terminal degree in 
his/her specific field is required, 
and in addition if the rank is 
granted upon appointment, there must 
be evidence of an outstanding 
established reputation in scholarly, 
artistic, or professional achieve-
ment. This rank should be reserved 
for persons of proven stature in 
thei~ fields. When considered for 
pro:i.otion to this rank, in addition 
to meeting the above requirements, a 
faculty member must have held the 
rank of Associate Professor for five 
years, three of which must have been 
at Mocehead State University, and 
must show evidence of outstanding 
teaching, professional achievement, 
and service to the University during 
that per1od. 
The minimal criteria set forth for· these 
ranks should not be interpreted as an 
exclusive set of conditions to be met or sc 
rigidly applied as to prevent the appointment 
or promotion of an individual with 
outstanding professional experiences and 
accomplishments whose application is 
accompanied by tangible supporting evidence. 
These criteria may be supplemented by 
departmental and/or college requirements 
agreed upon by the faculty of the department 
and colleges. Deans and/or Department Chairs 
m\Jst inform faculty members and the 
University Faculty Pro~otion Committee of all 
supplemental requirements for promotion. 
Page3of4 
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It is expected that the min·imal requirements 
will be used in determining rank of regular 
faculty members. Requests for ezceptions 
must be submitted to the President· through 
the Tenure and Promotion Committee, 
Department Chair, the Dean, and the Vice 
President for Academic Affairs with the 
recommendations from each recommending party. 
A Cli:iical Faculty Appointment is used for 
supervisor-instructors in such programs as 
Medical Technology, Nursing, and Radiologic 
Technology. such individuals normally are 
professional staff employees of the off-
campus clinical affiliates associated with 
such programs. They are not paid by the 
CJ:iiversity; however, the title may ~e used to 
iOentify their role with University programs. 
( , ;PoummRTs: 
Visiting appointment titles {see Types of 
Appoint:nents PG - 3) are used to designate 
indi~iduals from other institutions or 
employees who teach eithe: full-time or pa:~-
ti:ne tor a 11:ni ted period of time (us:.ially no 
more than a year). Titles used may be 
Visiting Professor, Visiting Associate 
Professor, or Visitin; Assiscant Professor. 
Page 4 of 4 
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To define the er iteria, procedures, and 
cdnditions of tht? review of University 
academic personnel .for granting promotion. 
The· faculty adhere to the prin~iple and 
purpose inherent in privile3e in rank. 
Within each rank from instructor through 
professor, raniir. shall be a major det!!r:ninant 
in administrativ@ de:isions regarding 
salaries, teachin'3 responsibilities, release 
time, committee assignmen~s, summer 
employment, and sabbatical leaves, Without 
this pci:,ciple and purpcse, promotion is 
meaningless and the system is without merit. 
I. GENER.!\.:. ?R!.:lC:::PLES 
Facultr :ne:.:::)ers ha·:e .:,.n i::i;:-::rtant 
=es~onsibi:itf ::i pc~v:d.'..:i; e~al~3.::~ns of 
t=eers in ':t.e ?::'::>1;;ot:O::i!'! pro::-ess. This 
res?onsi:!11..t,;· n:valv,;:,s -~,, applica:::.-::n cf 
acad~:nic and p:=:fessi-::nal ;ud~ment.= a.n a 
f:a:new-orl( :i sh.;;red a!.:thorit:" among va::.ous 
levels :::f :.;vi':!w 3.nd tet«ee:i ~acJl~:t a:,Q 
~cadex1c a~~-~!3::3t===· 
7he ~r.omotion ;:oced~res cons.'..st of several 
levels ~~ J-.id;ment and review: t~e 
depart:r.ent, :::e colle;!e, and t!1e Jniversity. 
The 1:11t:al reviews wi:l tate place at the 
levels of :.:1e de:=art:ner.t and ::allege and ..,ill 
focus o:, profes::iional and scholarly judgments 
of the q:Jalit:-· of :.he i:,div1dual's acade:nic 
worlo;. Subs-::!:;j'Je:it le\7e.!.s -:,;: university review 
-.,ill ::irinc ~::oade:: ~a~ul:·: :and administ.rati·:e 
Judgment -to be:a.r and ·,dll :1.lso monitor 
general standa::js of .Jua!:ty, eouit·;, and 
adequac:l :Jf the ;:rocedures -.ised, - A-t -?ach 
level, the revii=w proce.ss w:ll reflect the 
competence and perspect:·;e of the :':viewing 
body. 
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An important part of the whole ·promotion 
process for facultt members is that alI 
parties to the process share common 
expectations and understandings. Since 
general statements of principles will be 
broad and inclusive, each academic unit may 
develop its own specific expectations and 
standards in add1tion to the broad, 
Uni;,,ersity-1,.ide standards as the operational 
basis fo:: pro:notic,:i recommendations. 
Statements conce::ning these additional 
expectatior.s and standards will be available 
and on file in the Offise of· the Vice 
Pres1dent for Academic Affairs, and will be 
given to each faculty mernbe::. 
The :-e·;iew precess !or promotion is conce::ned 
wi":.h the acade:nic and professiona: merits of 
particular candidates, judged in reference to 
all al::ernative candidates, incl,Jding 
i?IOspec:.i ve fac:Jl ":."J members. Promotion 
standards, t~e::ef::re, cannot be fixe:3 and 
abso!Jti:? ~ut •1!! ::eflect to so::ie ex.ten":. :.he 
va:ying cornpet1ti~e positions of the 
Unl\.·ersi::r· in attracting ~aculty. 
A.ccordin~1-.-, evai~ations •ill '::le infl..iencea 
!::z suc:"l ·c~r,,:;iJeca::icns cf celative stanCin;.· 
Liite1,;i:3e, ;:--:~ressi11e:..r :-nore exac":.i:-.g 
scruti:-.:z· 1,:ill >;,.;il:.e ?lace as the ~ac:.!lti· 
rr.em!Jer advilnces i:, ac3de::-,:.c rank. 
II. CRITER:.=-. Fen PRm-10-:-:~tl 
?romotions sh<ioll be :Jased on reccgnized 
perfor:-nance !:l each 0f t!;e following areas as 
3p;iro?:: :ate to the part!cu ar 
respor.sit.ili::ies assigned to the facu ti' 
me~be::. P::orr.otion !3 :-:ei":.he:: an. unquali! ed 
right nor ar. automatic consequence of :1a·1 ng 
comple:eJ a certain pe::icd of ser·1ice. 
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The minimal requirements listed belo1i1 are not 
the sole determinants in the prOcess: 
I 
1. Teachinq excellence-=-as recognized by 
colleagues, department chairs, and 
deans and as assessed by students. 
Other evidence may include, but not 
be limited to, the following: 
student contact activities 
(advisement, supervision of 
internships and theses}; development 
of new courses, programs, or 
innovative instructional techniques; 
teaching awards and honors. 
2. Professional achievement--as related 
to the teaching area may include, but 
not !:le limited to, the following: 
research, scholarly or creative 
achievements; attendance at 
professional meetings and leadership 
roles in professional organizations; 
participation i:i seminars and 
workshops: additional graduate study 
in the teaching field; work 
expe:ienc~; and cons~lting, 
J. Service to the institution and the 
community--may include, but not be 
limited to, the following: active 
participation on university, college, 
department, and faculty Senate ad 
hoc and standing committees; s-ervice 
as an official representative of the 
University; sponsorship of approved 
co-cur~icular activities; 
coordination -::,f and participation i:i 
University workshops, conferences, 
clinics, inser"lice, and speci3l 
events; development of propos~ls; 
development of ~elationships with 
professional groups in business, 
industry, trade, education, and 
Page 3 of 13 
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government; non-University service 
rendered as a citizen, not as a 
representative of Morehead State 
University. 
STATEMENTS REGARDING PROMOTION 
The promotion portfolio must contain a 
curriculum vita, supporting documents, and a 
letter of intent. The letter of intent, 
addressed to the Department Chair, will state 
the desire to be considered for a promotion 
and should contain a summary of major 
responsibilities and activities since the 
last rank .assignment that merit consideration 
for the pcomot·ion. The candidate's portfolio 
must document all qualifications, and it must 
be complete at the tiffle of submission. 
The following are guidelines for constructing 
the curriculum vita. All categories will not 
apply to each candidate. Whenever 
appropriate, specific titles, dates, pages, 
and publishers should be included. A 
reasonable sample of items i.1nder numbers I:i:I 
and IV should be presented. 
I. Personal Data 
A. Name-
s. Present rank, administrative title 
(if applicable}, and depa':tment 
C. Dates of initial rank assignment 
and promotions at Morehead State 
Un1versit7 
D. Field or fields of specialization 
B. Education completed: de3rees, 
certifications, and/or licenses 
with ins ti tut ions and dates awa-:ded 
or granted 
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l. List of published articles 
2. List of published books 
]. List of published reviews 
4. List of papers read at 
conferences 
s. Editorship of or service on 
editorial boards of 
pro fess ional journals 
6. Scholarly grants 
7. Sabbaticals 
8. Pure research completed 
9. Applied research completed 
10. Fellowships awar:led 
11. Awards for scholarship 
Creative Product~ons--List of: 
1, Exhibits 
2. Musical compositions published 
3. Poems, plays, stories, novels 
published 
4. Artistic performances 
s. Speaking engagements 
6. Inventio'ls 
7. Awards for creative 
?toductions 
C. Academic and/or professional 
organizations 
l. Membershios 
2. Leadershi:> roles 
J. Attendance! at conferences 
4. Awai~s for service 
Pa,3e 6of 19 
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1. Seminars attended and forar- of 
participation 
2. Workshops attended and form of 
participation 
J. GC'aduate study 
a. Institution 
b. Degree being pursued and 
anticipated date of 
comoletion 
c. Credit hours completed 









A. Li:::t of Uni-lersity, collecie, 
department, and Faculty Senate · ad 
hoc and standing committees with 
level indicated in each case 
a. Spon:.or::ship o:- advisor of 
University-approved extracurriculat 
activities 
C. Service as offic:.al representative 
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Coordination of and participation 
in Morehead State University 
workshops, conferences, clinics, 
inservice, and special events 
l. Title 
2. Form of ~articipation 
J. Date 
E. Development of proposals tc benefit 
the University 
l. Title of proposal 
2. Date sub:ni tted 
3. Accepted or rejected 
f". Development of relations wit.h 
professional groups (business, 
industry, trade, education, aml 
government) 
!. 
Eono:$ and awa::ds for se::·,1ice 
Other University service 
Non-Univer~ity se::vice 
The supportins documents should be arranged 
!D the following categories: 
A. Documents whic~ su;iport pe::sonal 
~ata (for example! 
--copies of ~fficial transcripts 
--cooies cf official letters of 
pr~mctlc~ 3t ot~er ins~1:~tion£ 
~ 
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a. Documents which support effectiveness 
of teaching (foe example) 
c. 
--copies of results of teacher 
ratings 
--cot'ies of descriptions of 
innovative instructional techniques 





support eviden~e of 
achieY'ement (for 
--copies of publish~C articles, 
books, re·1iews 
--copies of ~apers read at 
conferences 
--cupies, slides, tapes of, or 
patents ~~r creative productions 
--evidence of roles in acade:r.ic 
or,::ianizaticns 
--=·,;ldence of continuing education 
i.ncluC ing transc.:: ipts of ;radu.:1.te 
1,1or:.. 
~- Docurr,ents ,.,.hich support se::vice (!.:i:: 
exa;nple) 
--copies of pcoposals to benefit the 
Un1ver:;it::· 
--copies of honor:; or a;,,a::ds f:>r 
Det=art:nent, College, and Universit;r" Pro111otion 
('.'ommittees will be fo::rned 3.ild opente ..i1thin 
the followi:13 st::.ict.1re and procedu::es: 
l. No cand 1date for 
candidate's spo..1s,;,, 
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2. No faculty member will serve on more 
than one promotion committe·e. 
·3_ Ptefe,ence for comoittee membership 
shall be given to those who have 
undergone promotion review process. 
•• The chai::-person committee shall 
commit tee. 
of each promotion 
be elected by the 
S. In ac,1demic areas where schools are 
the administrative unit above the 
department level, the peer review 
will be by the department, college, 
and University promotion committees, 
6. The Un~versity Promotion Committee 
shall consist of nine {9) faculty 
mer.ibers elected by the Faculty Senate 
from t~e ten~red, full-~i~e faculty 
and must include three 
represent3tives f=~~ each colleie and 
shall i:icl.Jde both males and females. 
No two rep:::esentatives should be from 
the same department/school. 
Committee :nembers shall be full 
professors. In the event that full 
professors are tlnavailable, associate 
professors may serve; if no associate 
professors are a_vailable, assistant 
p!':ofessors may serve. Term of 
service shall be three years, W"ith 
one member frorn each college being 
replaced each year. A ;nember may not 
hold successive terMs. 
7. The College Promotion Committee shall 
consist of one representative from 
each department of the college. 
~hese members should be tentlred, 
full-time faculty members. Zach 
department will elect by secret 
Pa<:1e 10 o~ 19 
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representative to. serve a 
term on the collegl! 
8. The Department Proaotion Committee 
should consist of the department as 
a whole (if not ezcluded by 
conditions one and two above). Each 
department may choose to elect a 
Department Promotion Committee. All 
faculty who are not excluded by 
conditions one and two above are 
eligible for committee membership 
and are elected by secret ballot. 
9. The quorum necessary for voting will 
be two-thi:ds of the total 
membership of a committee. 
10. All voting on candidates will be by 
secret ballot. Recommendation for 
promotion rec;;:uires an affir::i.ative 
vote by a majority of committee 
members 11oting. There shall be no 
abstentions in the voting process. 
r n a 11 commit tee recoramendat ions, 
the number of •yes• 11otes and the 
number of •no• votes must be 
recorded. 
u. In all cases, promotion committees 
must state in w-::iting on the 
appropr lat':! form the rationales for 
the majority reco;n.~endation a~d a 
numerical rating of qualification 
i2. 
for promotion. Those in the 
minority must also state t~eir 






t::eated confidentially and 
be discussed outside of 
committee meetings. 
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1IV. PROMOTION PRQCI::;SS 
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All prospective candidates for promotion may 
elect to attend an orientation workshop 
sponsoced and presented by the Vice President 
for- Academic Affairs and the previous year's 
chaic- of the University Promotion Committee 
that shall be held no later than October 1S 
of each year. Each candidate for promotion 
will receive peer review at the department, 
coll~ge, and University levels. In addition 
to peer revie.w, each candidate will be 
_reviewed by his/her Department Chair, 
Associate Dean ( if applicable), College Dean, 
and the Vice President for Academic Affairs. 
T~e P::::esiden~ makes the final recommendation 
to the Board of. Regents. 
3Y JANUARY 15: The candidate applying for 
promotion review has the responsibility for 
submittir.3 the required promotion portfolio, 
wh1c~ includ~s a le~tec of intent, cu:ric~lurn 
vita, and supporting doct.::nents, to his/her 
college dean. The dean wil:! place the 
portfoi..io in a secure area for re\•iew by the 
aFpr~priate De?art~e~t Promotion Committee, 
College ?::cmoticn Committee, Department 
Chair, Asscc:. ate Dean (if applicabl':! J , and 
Ccllege Deur;. 
The r~view process will ;coceed ao des::r ibed 
~elow: 
1. BY FEHRUARY l: Dee>ar tmen t Promotion 
Committe':!, Departmen: Chair, Colle-;e 
Promotion Committee, Associate Dea~ (if 
applicable), and College Dean 
independently review t~e portfolios and 
make a determination regarding a positive 
or neoative recommendation. The 
recom.nendation, supporting rationale, and 
numerical rating of qualification 
~ 
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for pro111otion are documented on the 
appropriate for.n (see attached Forms 
A and B) and submitted to the College 
representatives of the University 
Promotion Committee. 
2. BY FEBRUARY S: As soon as these 
revie~s are completed, the College 
Dean sends the portfolios to the Vice 
Preside~t for Academic Affairs, who 
places the portfolios in a secure 
area for re·-1iew by the University 
Promotion Committee. 
J. BY FEBRUARY 5: The two college 
•• 
representatives of the University 
Promotion Cammi ttee inform the 
candidates of the appropriate 
Department Promotion Committee's, 
Department Chair's, College Promotion 
committee's, Associate Dean's (if 
e;-rlicc1b!el, :1.:id Cc!le,;e Dean':; 
recommendations through p~esentation 
of t:-.e summary form (see attached 
Form Ci-. 
If ail recommendations are for 
pr~motio~, the portfolio will 
automaticall:,· be reviewd by the 
University Promotion committee. If 
any recommendation is against 
promotion, the ::andidate may withdra.., 
the portfolic, request that it be 
sent on without responding, or 
request ~hat it be sent on with ~ 
letter of respor.se to an/ 
recornmendat1on against ~romot!on. If 
the candidate chooses to submit a 
l~tter of resoonse, it :nust be 
submitted to· the appropriate 
representative of the University 
Promotion Committee. To ..,ithdraw the 
portfolio, a candidate must s1Jbrnit a 
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written request to the college 
representative of the University 
Promotion Committee, who will then 
ceturn the portfolio to the 
candid3te. 
5. BY MARCIi 1: Trle University Promotion 
Committee reviews the candidate's 
portfolio; the recommendations by the 
Department Promotion Committee, the 
Department Chair, the College 
Promotion CommitteP, Associate Dean 
(if applicable}, and College Dean; 
and any letter of response and makes 
a determination regarding a positive 
or negative recommendation. The 
recommendation, supporting rationale, 
and n1Jmerical rating of qualifi.catiOl"I 
fat promotion is documented on the 
a~propriate form {see attached Form 
DJ. 
5. BY MARCH :?O; :'~Ee :·,_,o :Jrd ·.;er.say 
Promotion Commi tt:ee representatives 
from each college will inform thei: 
college's c,:rnd ~dates fer promotion of 
th~ :Jni•1erslt:r· P".";;i:notion C~m:::itt:ee's 
recom.11endat::icn. If t!":e 
recommendation is for promotion, the 
portfolio will a1.1tomatically b':! mad':! 
available far review by the 7ice 
President for A~ademic Affairs, the 
President, and the Board of Regents. 
If the Uni'letsiti' ?r~rnot.ion 
Corn~,ittee 's recornmenJation is against 
promotion, a ~cllege representa~ive. 
;,,ill i:-1for:n the candi-:iate; and t!".e 
::andidate mai' ·•it:hdraw the portfolio, 
request that it be sent ,:in wi tho1.1t 
responding, or request that it be 
sent on with a letter of response. 
If the candidate chooses to submit a 
letter of response, it must be 
( 
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submitted to the Vice President for 
Academic Affairs. To withdraw the 
portfolio, a candidate must submit a 
written request to the college 
representative of the University 
Promotion Committee, who will then 
return the portfolio to the 
candidate. 
The Vice Pr"!:sident for Academic 
Affairs reviews the portfolio, the 
recommendations, and the letters of 
re:sponse. The Vice Prsident makes a 
recommendation on each portfolio to 
the President, who in turn recommends 
to the Board of Regents, who wi 11 
make the final decision, 
8. BY l WEEK AFTER BOARD'S DECISION: 
Within one week of th~ Board of 
Regents' decision, the President 
info::r,s each car.·~'.:3.2~€: ..,:i':.:ng :if 
the decision. The promot.ion 
portfolio will be avaEable !or 
return. 
9. BY 2 WEEKS AFTER BOARD'S DECISION: 
Each candidate who does not rec1eve 
promotion will be invited to meet 
with the Vice President for AC:ademic 
Affairs for further explanation. The 
candidate has the option to decline 
this invitation. 
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FORK A: DEPARTMBNT PROMOTION COMMITTEE RECOMMENDATION OR 
OBPAR'l"MENT CHAIR OR !l$S0CIATE DEAN REC'OHKENDATIOR 
Candidate's name: ---------------------------- . --
Department: college: 
to Desires promotion from 
Recommendation (circle one} PROMOTE DO NOT PROMOTE 
Using a scale .of 1 to 10 with 10 being the h'i;h_est possible 
score, assign a nu1.1er ic<Jl value to each of the following areas 
and multiply by the asai;ned factor. The sum of t:ie .three areas 
becomes th~ rating of qualification for prcmotion: 
T3.\CRING 
SERVICE 
PROFESS IONA:. ACH: ::::\1!::1-1!.:NT 





Use t!1e r,eJe:.se side 
X 601 = 
X 20% 
Vote(.s, AGA!NST ----
wh i-;:!1 ~-=P:'~: :s 
if neeC<: l. 
OR :.ist of Committee Memb~r.s an•l C~airpe:,;cr. 
?age l6of 19 
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FORM B: COLLEGE PROMOTION L"'JMMITTEE RECOHHENDATION OR 
COLLEGE CHAIR OP. ASSOCIATE DEAN RECOMMENDA~IOR 
Candidate's name: -----------------------
Department: College: 
to Desires promotion from 
Recommendation (circle one) PROMOTE DO NOT PROMOTE 
Using a seal':! of l to 10 with 10 being the highest possible 
score, assign a numerical val...ie to each of the following areas 
and multipl:, by the assigned factor. The sum of the three areas 
becomes the rating of quaHficati"on for promotion: 
TEACHING 
SERVICE' 
PROFESS !ONAL ACHZ::":V!::MEi~T 
RATING OF QUALIFICA'rioN f'OR PROMOTION: 
Vote(s: FOR 
',1 lease provide 
·ecor.rmendation. 
specific :::a~:.ona~e 
Jse the :eve~5~ side 
X 601 11 
X 201 
X 20% c 
Vcte (s) i\G,USST 
whi.:.h supports 
: : ,eeje.j. 
C.:,!!e-3e !)ea:-,' s name ______________ _ 
OR 
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~: SUMMARY OF RR,:O,-..HE,I.JATIONS 
candidate's name: 
Oepd.rtment: 
Highest degree held 
College: 
to )esices promotiQn from 
Time _at MorP.head Time 3ince last advancement 
Oepartinent ::ommittee Recommendation FOR 
Ratin9 of Qualification for Promotion 
Summary Ratioryale: 
:Jepartmi!nt .:"hilit 1 $ Recommendation FOR 
Rating ~f Qualification for PromotioO 
Sur.,mu::; Rationale~ 
FOR 
Rs.thi•;;i of Qualification for P:-omotion 
i=a;:i;nary Ration,.l ti?: 
AGAINST 
AGAI:"57 
.;ssuciate Dean's Re-:=0,11.mendation {if applicable) FOR_ AGAINST 
Rating of Qualification for Promotion 
Summary Rationale: 
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PORN D: UHIVBRSITY PROMOTIOtl OJKMJTTEE RECOHHENDATION 
Candidate's name: 
Departme:1t: College: 
to Desires promotion ftom 
Recommendation (circle one} PROMOTE DO NOT PROMOTE 
Usi=i~ a s.:::a.le of l to 10 with 10 being the highest possible 
score, assign a numerical value to each of the folll)wing areas 
and multiply by the assigned factor. The sam of the three areas 









Jse t~e reverse side 
X 60% 
X 20% 
Vote (s) AGAINS':' 
w!iich supports 
:.~ needed. 
















PAc - 3 
7/1/85 
To determine eligib~lity for and the 
privileges of Emeritus Rank upon retirement. 
Emeritus nank is granted in recognition of 
meritorious service to Morehead State 
University. 
Emeritus Rank is granted upon retirement to 
those holding the rank of full Professor if 
recommended by the President to the Board of 
Regents. · 
To be eligible, individuals in the above rank 
mllst have reached age 55 or have 30 
cont•inuous years of University service and 
have held that rank at Morehead State --
University for a period of at least five 
years prior to retirement from the 
University. 
Prior to the end of March each year, 
Department Chairs may recommend the names of 
eligible facurty members who are retiring by 
the end of the current fiscal year. Such 
names are submitted to the President with 
recommendations from the appropriate Dean and 
the Vice President for Academic Affairs. 
In addition ~o those privileges notmally 
available to any retired faculty member, an 
Emeritus Professor is provided with an office 
if feasible. Arrangements may be made by the 
President for the Emeritus Professor to 
participate in part-time teaching, research, 
and/or service t~ the University. 
Faculty members not holding the rank of 
Professor at the time of retirement may be 
named Faculty Emeriti in rank by the 
procedures outlined above. Faculty Emeriti 
under this provision will be listed in 
official University catalogs and will be 
invited special guests to all major 
University functions. 
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Section Number: PAc - 4 
Approval Date: 7/1/85 
Revision Date: 
To provide ~he conditions for continuation of 
pay for a regular full-time or continuing 
part-time faculty member who is unable to 
continue ~mployment due to illness or injury. 
Upon appointment, a regular, full-time 
faculty member is cred_ited with a sick leave 
accumulation balance of 12 days. Those who 
are designated as continuing part-time (see 
PG - 1) Will be granted a balance of six days 
upon appointment. 
Beginning with the second school year the 
regular, full-time faculty member accumulates 
one Uay of sick leave per "calendar month 
·c12 days per year) which is added to any sick 
leave balance from the first y.ear; after 10 
full ye_ars of s~rvice the rate shall .increase 
to one-and-one-half (1,) days per month 
(18 days per year). ·The continuing part-time 
faculty member accumulates one-half (~)· day 
of sick leave. pe,r calendar month the first- 10 
fu·11 years of contin_uous employment and 
three-quarters (3/4) per month thereafter, 
Sick le_ave not. used may be accu_mulated 
indefinitely. 
Page LoLJ.:. ~ .-
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Approval Date: 7/1/85 
Revision Date: 
A faculty member may utilize sick leave _for 
personal illness (including maternity) or 
injury. A, Department Chair may request 
documentation of the circumstances, if 
extended time off for illness or injury is 
anticipated or if it appears that the 
conditions for the time missed may not be 
appropriate. A Department Chair also may 
request documentation indicating When it is 
anticipated the faculty member will return to 
service. Upon request, up to three days of 
accumulated sick leave may be charged per 
calendar year as emergency leave for illness 
or injury of an immediate. family member 
(spouse, child, parent, brother, .sister, or 
other relative living in the faculty member's 
household). A Department Chair may request 
documentation of the need for such emergency 
time off, Absence is charged in at least 
half-day units. When a University holiday 
occurs during absence chargeable to sick 
leave, that day i& not charged as sick leave. 
Paid sick leaVe may be used to cover.absences 
because of dental or medical appointments. 
such time shall be charged against the sick 
leave accumulation. Short absences shall be 
accumulted and ctiarged in half-day units. 
Unused sick leaVe will not be paid off upon 
termination of employment, retirement, or 
death. Ho~ever, a member of a Kentucky 
Retirement System may receive certain service 
credit in. the retirement system for some of _ 
the sick leave balance at time of retirement. 
such credit shall be applicable only for 
retirement s~rvice as provided by law and 
shall not apply for any University policies. 
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When a faculty membar has used all of his/her 
accumulated sick leave, a leave of absence 
without pay shall be granted upon request up 
to the limits of the policy on leave of 
absence without salary. 
A faculty member is responsible for notifying 
his/her De.partment ChaiC" as soon as possible 
after it is Jetermined that an absence to be 
charged as sick leave will occur because of 
illness, in order to provide maximum time to 
cover the scheduled responsibilities. 
Failure to do so within 24 hours of the 
beginn~ng of the absence may be cause £6r 
deni~l of sick leave for the period of the 
absence unless the faculty member was 
physically unable to provide such notice. 
The official sick leave record shall be 
maintained in the Office of Personnel 
Serv_ices for· a period o~ five ;years. 
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Approval Date: 7/1/85 
Revision i;>ate: 
To outline the c<,nditions governing private 
consulting by faculty members and academic 
administrators. To qualify under this 
policy, the activity must be in the 
individual's field and be of~ professional 
nature. 
As an agency of the Commonwealth of Kentucky, 
Morehead State University is charged with 
responsibi·lities for instruction, research, 
and public service. These responsibilities 
often involve University faculty members and 
academic administrators in activities which 
are beyond the campus and in addition their 
foLmally assigned duties. The University 
views profeSsiona_l consulting whether private 
or as a representative of the University as 
an activity to be encoura9ed. This policy is 
an outgrowth of the following institutional 
cohcerns: (l)· the need to comply with 
federal regulations concern·ing time, and 
effort reporting for federally-funded grants 
and contracts; (2) the need to safeguard the 
University's primary educational. mission from 
possible conflicts of interest; ,.-nd (3) the 
need to clarify those circumstances when a 
University faculty member or. academic 
administrator may be gainfully employed by a 
third party. 
i.· This policy is limited to instruction, 
:research, professicina_l· and/or public 
service cqnsulting -activities for Which 
remuneration is received from a third 
party and which occur during the time 
when the employee would nor"mally ·be 
assigned to duties by the University. 
EXcluded are vacation periods, weekends, 
holidays, and other times when the 
employee is not assigned duties by the 
Univer~ity. · 
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2. University faculty members and academic 
administrators must request authorization 
to pe:form instruction,. research, and 
publi~ service activities for a third 
party during their.work period. Work 
periods"may vary Widely due to individual 
faculty assignments. Such expectations 
should not be so restrictive as to make 
private consulting prohibitive. A 
written proposal must be submitted and 
permission secured from the individual's 
supervisor and Dean prior to performing 
aPy private consulting activity with 
notification to the Vice President for 
Acade111ic Affairs. The proposal should 
indicate the nature of the work to be 
performed, the estimated time per week 
involved, and the duration of the 
assignment. The proposal and 
administrative decision shall be kept as 
a matter of record by~the appropriate 
_ Department Chair and Dean with 
notification to the Vice President for 
Academic Affairs. "A De"an's .personal 
proposals are approved by the Vice 
President for Academic Affairs. 
3. Those administrative officers who approve 
·the proposal are instructed to be assured 
that regularly assigned duties of the 
employee will continue to be performed 
satisfactorily. 
A faculty member or academic administrator is· 
expected to perform his/her University duties 
in the most effective manner of which he/she 
is capable. The individual's first duty and 
first_ responsibility is to the University. 
outside service should not be undertaken, 
whether with or without pay, that might 
interfere with the discharge of this 
paramount obligation. Administrative 
officers are responsible for seeing that the 
regular University duties are ac·complished. 
Page 2 of 4 
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An individual must request approval in 
advance of accepting a consulting assignment. 
A written proposal outlining the nature of 
the work· tq be performed, the estimated 
schedule of absences, and whether the work is 
undertaken for compensation or ·otherwise 
shall be given to the next level of 
administration. Such request shall be 
submitted through the Dean to the Vice 
President for Academic Affairs provided there 
is concurrence at each previous level. The 
final approval authority is the appropriate 
Dean for faculty members and Department 
Chafrs and the Vice President for Academic 
Affairs for Deans. 
Time off from the regular work schedule for 
consulting shall be limited to_four days per 
month. Time not used is noncumulative except 
liyspecial permission of the Department Chair 
and Dean. 
Activities that involve significant use of 
other University personnel, facili~ies, or 
equipment must be· performed on a contractual 
basis with the University. 
All individuals performing consulting 
services re·latirig to externally-funded 
projects are required to comply with Time and 
Effort Reporting regardless,of when the 
service~ are performed, 
The University assumes no responsibility for 
private professional services performed by 
members of its faculty. The name of the . 
university is not in any way to be connected 
with the service rendered or the results 
obtained. The faculty member or academic 
administrator must make it clear that his/her 
consulting work is a personal matter. He/she 
must not use the official stationery of the 
University nor st-ationery having a University 
addres~ or a University telephone number. 
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A faculty member shall not accept or retain 
employment which would bring him/her as an 
expert, or. in any other capacity·, into 
conflict or in- competition with the interests 
and p\lrpos.es of-the University. 
Page 4, of 4 
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Toi outline the criteria and procedu~es for 
appointment to the graduate faculty. 
The following criteria 
considered for Full 
graduate faculty: 
must be met to be 
Membership on the 





l, in the 
discipline 
institution. 
as de fined 
apptopriate 
from an 
2. Competency and experience at the 
graduate level in teaching, committee_ 
work, student advisement, and 
directing student C'i:Search as defined 
in the Procedure for ~ppointment. 
3. 
4. 
Evidence of recent professional 





~ea.:~ing need at the 
\ 500- or 600-level 
5. As:mciate mer::bersh1p for at least one 
year at Morehead State University. 
The following criteria 
considered for Associate 
graduate faculty: 






1. Either an earned terminal degree as 
defined in PAc - :. in the appropriate 
teaching discipline or: an earned 
master's degree plus 15 hours in the 
appropriate teaching discipline from 
an accredited institution or, in the 
absence of this degree, an 
exceptionally high level of scholarly 
productivity, competency, and 
Page- i of 5 
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ezper ience as d~termined by the 
University Graduate Committee. 
2. Potential for competency at the 
graduate level in teaching, committee 
work, student advisement, and 
directing student reseacch as defined 
in the Procedure for Appointment. 
]. Evidence of recent professional 
growth and/or research and 
publications. 
4. A department teaching need for 500-
level graduate courses. With the 
terminal degree, 600-level courses 
may be taught with the approval of 
the University ~raduate Committee. 
5. In the absence o! available graduate 
faculty witn Fi.Jll M.eabership, the 
Associate Member may teach courses 
restricted to graduate students, if 
he/she is recolllltlended by the 
departmental graduate faculty, 
department chair, and the college 
dean as being highly competent in the 
teaching discipline, with the 
approval of the Dean of Graduate and 
Special Academic Programs. 
6. All Associate Memberships shall be 
one academic year appointments. 
The following procedure shall be used for 
nomination and review of candidates: 
1. When the department chair of an 
academic department determines that 
he/she needs to assign a graduate 
course to a faculty member who is not 
already a full member of the graduate 
faculty, he/she shall gain the 
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concurrence of the departaental. 
graduate faculty and then nominate 
the individual faculty member. for 
Associate Membership to the graduate 
faculty. 
2. Th€' department chair forwards the 
nomination, with supporting 
documentation (curriculum. vita) to 
the College Graduate Committee. The 
supporting documentation shall 
provide evidence of teaching 
excellence, professional activities, 
and university/community service, 
3. Upon approval of the College Graduate 
Committee, the nomination and 
supporting documentation are 
forwarded to the Univec-sity Graduate 
Committee. If the nomination is 
rejected, justification shall be 
provided to the nomine.e and the 
department chair. 
4. The University Graduato? Committee 
will make the final determination 
regarding the nominee's appointment 
as an Associate Member of the 
graduate faculty. 
5. The Dean of Graduate and Special 
Academic Programs will inform the 
nominee, department chair, and the 
Vice President for Academic Affairs 
of the decision of the University 
Graduate Committee. 
6. The University Graduate Colll!littee 
must approve the appointment of 
Associate Members at least two weeks 
before scheduled graduate courses 
begin. 
Page 3 of 5 
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When,· dl•e to extraordinary circumstances, a 
member of t~e graduate faculty is unavailable 
to teach a previously scheduled course and 
circumstances will not permit appointment 
under normal prc-cedures, the Dean of Graduate 
and Special Academic Programs may temporarily 
appoint a f..1cul ty member to tempoC'acy status 
on the grad•:-Jte faculty. 
Temporary appointml!nts are for one semester 
only. At the time of the temporary 
appointment, the department chai[ requesting 
the appointment must initiate the regular 
appointment procedure. 
In all other respects, a temporary appointee 
must meet the qualifications and expectations 
of a graduate faculty member. " 
The Dean of Graduate and Special Academic 
Programs will inform all appropriate persons 
of his/her decision and direct that the 
procedure for nomination for Associate 
Membership be initiated. 
Reviews of membership are made in accordance 
with the following schedule and principles: 
l. Associate Hember s of the graduate 
faculty will be reviewed by the 
appropriate College Graduate 
Committee and the Oniversity Graduate 
Cammi ttee after the first year of 
membership to determine if an 
individual should be granted Full 
Membership an the graduate faculty. 
2. Fu_ll Members of the graduate faculty 
will be reviewed by the appropriae 
College Graduate Committee and the 
University Graduate committee every 
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fifth yea:: of 111et;tbership 
if an ind i\ridual should 
the 9raduate faculty. 
to determine 
continue on 
J. In the review process. faculty will 
be evaluated according to the 




In response to 
the University 
can: 
the review process, 
Graduate Committee 
a. Grant Full Membership to the 
Associate Member 
b. Deny Full Membership to the 
Associate Me~ber 
c. Downgrade the F~ll Member to an 
Associate Member 
d. Renew Full !'!.emtership for five 
years. 
The Dean of Graduate 
Acade111ic P::og~a:ns will 
writing all appropriate 
the decisions of the 
Graduate committ-e'! within 
days 3!ter the decision. 
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To outline the teaching load expectations of 
faculty members and academic adminiStrators 
(Deans and Department Chairs). · 
The teaching load per semester is 12 semester 
hours for undergraduate classes and nine 
.. semester hours for full graduate load or a 
mix of gradu~te and undergraduate semester 
hours. 
A number of factors are considered in 
determining reductions to the teaching load 
includi~g, for example, the number of new 
preparations, class size, and contact hours. 
Variations from the teaching load may be 
granted upon.recommendation by the Dean of 
the college with the approval of the Vice 
President for Academic Affairs. Reassigned 
time may be approved for such activities as 
administrative duties associated with program 
co·ordination, preparat·ion of special 
instructional materials, video tapes, 
research, commllni ty service and spet.· ial 
services -to the University, committee 
asSignments, advising, or the sponsoring of a 
major s~udent activity or group •. 
The teaching load for a Department Chair is 
six semester hours during each semester and 
th~ee semester hours during the summer. 
Exceptions to the teaching load may be 
granted by the Vice President for Academic 
Affaits upon the recommendation of the Dean 
when other confli"cting assignments merit such 
adjustments. 
The teaching load for an academic Dean is 
three semester hours per academic year. 
E~ceptions to the teaching load may be 
granted b'.l:' the Vice President for Academic 
Affairs. 
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To outline responsibilities of faculty 
me:mbe_rs for office hours and class schedules. 
Each faculty member is expected to observe a 
regular schedule of office hours, which will 
vary from person to person depending on other 
activities and duties. Each faculty member 
shall post: schedule on his/her office door 
and a !=OPY shaq_ be fil!;'rl with the Dean of 
his/her college at the beginning of each 
term. It is generally expected that faculty 
members will be available in their offices 
throu~~out the day unless they are engaged in 
other University duties. 
A faculty member is expected to meet all of 
his/her classes and other Univetsity 
responsibilities. Classes are expected to 
begin and end on time. When a faculty member 
knows in advance that he/she will miss· a 
~lass, he/~he should inform the Department 
Chair who will in turn notify the Dean of the 
college4 such notification shall be given as 
far in advance of the absence as is feasible. 
In the case of a sudden illness ot emergency, 
the facUlty member should notify the 
Department Chair that he/she will not be able 
·to meet his/her class. If the Department 
Chair is unavailable, the Dean of the college 
should be notified. Arrangements for · 
substitute instructors or the rescheduling of 
classes must have prior approval Of the_ 
Department Chair and the Dean, with 
notification to the Vice President for 
Academic Affairs. · 
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M"''TJ!?E AT 
~ll'l'S, 
All faculty members are expected to attend 
the Spring Commencement. 
Each academic department shall be represented 
by at least two faculty members at 
commencements held at other times of the 
year. Each Department Chair shall have the 
responsibiiity to see that two members are so 
designated. 
Academic attire is required for graduation 
processionals and for other occasions where 
appro~riate. Each faculty member must 
fur~ish his/her own academic attire. 
r 
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To outline nay policies for services rendered 
in exce.ss of those covered in the basic 
contract (or services. 
N1ne-r.10nth faculty contracted fer 
inst[uction.,11 purposes during summer terms 
will recei :<: compensation f!qual to 2 percf!nt 
per credit hour of his/her previous year's 
A faculty member's summer compensation is not 
to exceed 24 percent of his/her previous 
contract unless approval is granted by the 
President. 
University ~.:iculty supervising/teaching 
credit telecourses offered over ':.he Kentud;y 
Educational Television network should have 
the telecour.se scheduled as part of the 
faculty member's regul.H teaching load. If 
schedul1ng the class is not feasible as part 
.;)f :;;",e !.:iculty :nember 's c.?g~lar workload and 
the telecourse requires an additional 
workload assign1t1ent, the faculty raember will 
be paid S70 per student :JP to a maximum of 12 
students 1~ a three-semester-hour telecourse. 
In circumstances where there are 
12 students, teachi:,g load will Ce 





rn addition, faculty will be paid $100 for 
preparati?n of tele~ourse material. This 
compensation is a ~ne-time payment per 
course, not contingent upon the enrollment of 
':.he cour-se. 
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Compensation shall be paid on a per seaiester 
credit ho..ir basis. Additionally, such 
faculty ..,ho· reside outside the county where 
the course is taught may be reimbursed foe 
travel and food expenses. The rate of 
expense reimbursement is that fixed by the 
State. A receipt 11.ay be required for 
expenses other than food. E,:cept in the case 
of an eroer~ency, there is no pto9ision to 
[eilllburse such faculty for overnight lodging 
expenses. 
Each college Dean wi 11 sub.11i t a request to 
the Vice President for Acadeniic Affairs for 
the number of such faculty needed each 
semester. This request ·should be submitted 
only after a check is made to deterl'lline if 
qualified faculty in other departments or 
college;:; at the Uni·.-ersity are available to 
teach the needed co,nses. The Vice President 
for Academic Affairs will respond to the 
requests of the Deans by 111e1t10randum in vhich 
the number of positions available for each is 
designated. If requested positions are not 
used in a given college, the Vice President 
for Ac.3demic Affairs can make them available 
to another college. 
Compensation shall be paid on a per semester 
credit hour basis. Lecturers who live 
outside the county where a regional course is 
taught will receive additional compensation 
based on the distance between place of 
residence and the workplace (time on road). 
The formula for determination of the amount 
of time-on-road pay will be the same as that 
used for full-time faculty with place of 
residence used instead of campus. 
Additionally, such faculty who reside outside 
the county where the course is taught may be 
reimbursed foe travel and food e,i:penses. The 
rate of expense reimbursement is that fixed 
by the State. A receipt may be required for 
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expenses otheC" than food. E:rcept in _the case 
of an emergency, there is no prov1s1on to 
reimburse such faculty for overnight lodging 
expenses. Distance will be determined by the 
official mileage chart that is maintained in 
the Office of Business Services. 
Each college Dean "'ill submit a request to 
the 'lice President fot: Academic Affairs for 
the number of such faculty needed each 
semester. This request should be subruitted 
only after a checlc is made to determine if 
qualified faculty in other departments. or 
colleges at the University are available to 
teach the needed courses. The Vice President 
for Academic Affairs will respond to the 
requests of the Deans by memorandum: in which 
the number of positions available for each is 
designated. If requested positions are not 
used in a given college, the Vice President 
for Academic Affairs can !!lake them available 
to another =ol!ege. 
The compensation for teachin; in the region 
is based entirely upon ~:le factor of distance 
from the campus (~:me-on-road). The 
compensation is based on the official miles 
for one round trip between the campus and the 
center. The formula to ~e used is: 
1. S6. 00 per mile for the first 50 
miles. 
2. $5. 00 per mile for the neJCt 50 miles 
or fraction thereof. 
]. $4.00 per mile for all remaining 
miles. 
This formula is for 
course requiring a 
sessions. For one-
courses, the formula 
?age 3 of 5 
a three-semester hour 
minimum of 15 class 
and two-semester hour 
is reduced to one-third 
( 
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and two-thirds of the base aaount, 
respectively. Also, if a three-hour course 
is in the nature of a workshop and thus 
requires less than 15 sessions or trips, the 
formula is reduced accordingly. 
Each faculty member 1itho teaches in the region 
will be coRJpensated for one course per term 
whether it is taught as ia-load or as 
over load. Deans should not schedule a 
faculty member for more than one regional 
course per terJQ. If, because of e:s:tenuating 
circumstances, it is necessary for a faculty 
member to be assigned two regional courses 
during a given term, it must be approved in 
advance by t~e Vice President for Academic 
Affairs. There w.ill r>e no time-on-road 
compensation for the second class. 
~ileage ezpense and food allowance will be 
disbursed according to State regulations. 
Distance will be determined by the 
mileage chart that is maintained 
Office of Business Services. 
official 
in the 
Faculty who reside in councies where they are 
scheduled to teach an off-ca11pus class will 
not receive time-on-road pay or travel 
expenses for that class. 
Correspondence course instructors are paid 
SJ.SO per correspondence course lesson graded 
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Tbe co11pensation for a faculty meaber 
teaching a course in foreign countries or 
within the United States but at a 
considerable distance from the Onivesity 
shall be determined by the formula used for 
faculty members who teach in the summer. 
In the event travel expenses are not provided 
by any other agency, the University vill 
reimburse the instructor 1 s travel expenses in 
accordance with University travel 
regulations. 
Adciinistrators (other than Department Chairs 
and Deans) who hold tenure and acad'?iaic rank 
shall teach one course per calendar year when 
requested, Failure to accept the teaching 
assignment shall result in the loss of 
fa::ulty status, In very unusual 
circumstances t:ie Presi~ent rnay grant a one-
year ell:ception if other unusual conflicting 
assignments merit such ar adjustment. 
The course shall be taught without ell:tra 
compensation. 
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To outline the process to be followed by 
faculty members interested in undertaking 
research projects. · 
Faculty members are encouraged lo seek and 
participa.te in opportunities for research. 
Those interested in applying for a University 
r·esearch grant should contact a member or the 
Chairpers·on of the University R~search 
Cammi ttee. 
If there is an interest in appl;·ing for a 
·grant to be funded by an external agency, the 
individual should contact the Office of 
Research, Grants and Contracts. 
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The University, as an institution of learning 
and a community of persons with a speciaf 
purpose, accepts its obligation to provide 
for its mambers a_n atmosphere which protects 
and promotes its educational mission a"nd 
which guarantees its orderly and effective 
operation. To·accomplish these goals, the 
University r.,ast_ require certain standards of 
conduct. University standards of conduct do 
not replace or relieve the requirements of 
civil or criminal laws, 
The Un!versity has established Standards of 
conduct related to its special educational 
mission. Specifically, members of the 
University community charged or convicted of 
violations under civil or criminal law may be 
subject to University discipline procedures 
and sanctions for the same conduct when the 
conduct occurs on campus or when the conduct 
occurs off campus and is a threat to the 
continuing protection of other me·nbers of the 
University commµnity or the safeguarding oP 
the educational process. 
The.faculty member assum~s reSponsibilities 
·in -many .areas • 
Professors, guided by a deep conviction of 
the worth and dignity of the advanceffient of 
knowledge, recognize the special 
responsibilities placed upon them. Their 
primary responsibility to their ·subject is to 
seek and to state the truth as· they see it. ·· 
To this end they devote their energie's to · 
developing and improving scholarly 
competence. They accept the obligation to 
exercise critical self-discipline and 
judgment in using, extending, and· 
transmitting knowledge, They practice 
intellectual honesty. Although they may 
follow subsidiary intere~t, these interests 
must neve~ serious~y hamper or compromise 
their freedom of .inquiry. 
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As teachers, professors encourage the free 
pursuit of lear~ing in their students. They 
hold before them the best scholarly standards 
of ·t_heir discipline. They demonstrate 
respect for the student as an individual and 
·adhere to this proper role as illtellectual 
guide and counselor. They make every 
reasonable effort to foster honest academic 
conduct and to assure that their evaluation 
of students reflects true merit. They 
respect the confidential nature of the 
relationship between professors and students. 
They avoid any exploitation of students for 
their private advantage and acknowledge 
sig,lificant assistance from thef!l. They 
protect their academic freedom. 
As colleagues, professors have obligation·s 
that derive from common membership in the 
community of scholars. They respe9t and 
defend the free inquiry of their associates. 
_ In the exchange of criticism and ideas they 
show due respect for the opinions of others. 
They acknowledge their academic debtG and 
strive to be objective in their professio~al 
judgment of colleagues. They accept their 
sh~re of faculty responsibilities for the 
g9v·ernance of the institution. 
As members of the University community, 
professors seek above all to be effective 
teachers and scholars. Although they observe 
the stated regulations of the institution, 
provi_ded they do not contravene ac~demic 
freedom, they maintain their-·right to . 
criticize and seek revision. They determine 
the amount and.character of the work they do 
outside the institution with due regard to 
their paramount respons.ibilities within it. 
When considering the interruption or 
termination of their service, they recognize 
the effect of that decision upon the program 
of the institution and give due notice of 
their intentions. · 
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As members of their community, professors 
have the rights and obligations of any 
citizen. They measure the urgency of these 
obligatio:-.s in the light of thefr 
responsibilities to their subject, to 
students, to thei_r profession, and to the 
institution. When they speak or act as 
private pe~sons they avoid creating the 
impression that they speak or act for the 
University. As citizens engaged in a 
profession that depends upon ·freedom for its 
health an·a integrity, professors have a 
part!~ular obligation to promote conditions 
of free inquiry. 
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To define the role of faculty members as 
student counselors. 
Counseiing of students is an inlegral part 
and oblig~tion of each faculty member. 
Students m·ay 'be referred to professionals fn 
.the·univer~ity Counseling Center for special 
assistance. 
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To outline the conditions of academic freedom 
and responsibility for faculty and staff 
members who teach or perform research. 
Academic freedom is the right of members of 
the academic community freely- to study, 
discuss, investigate, teach, conduct 
research, publish or administer as 
appropriate to their respective· roles and 
responsibilities. It is the responsibility 
of administrators to protect and assure these 
rights within the governing framework of the 
institution. Teachers are· entitled to 
freedom in the classroom in discussing their 
subject, but they should be careful to 
present the various scholarly views related 
to their subject and t~ avoid introducing 
into their teaching controversial or other 
matter ,.,hich has no relation to their 
:::ubject. 'l'eachers are entitled to full 
freedom in :esearch and in the publication of 
the results therefrom, subject to the 
adequate 2e:formance of their other academic 
du~ies. 
Bowever, academic freedom should be 
distinguished clearly from constitutional 
freedom, which all citizens enjoy equally 
under the law. Academic freedom is an 
additional assurance to those who teach and 
pursue knowledge, and, thus, properly should 
be rest:icted to rights of ezpression 
pertaining to teaching and research within 
their areas of recognized professional 
co:npetenc~es. Beyond this, expressions by 
;;iembers o: the academic community should 
carry no :::ere weight or protection than that 
accorded .!~:z· other citizen unde: the 
guarantee of constitutiOnal rights: that is, 
outside of one's professional field, one ~ust 
accept the same responsibility which all 
othe: indi...-iduals bear for their acts and 
utterances. In these cases, there is and 
should =~ no guaranteed i~~unity from 
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possible criticism under the guise of 
academic freedom; however, when members of 
the academic community speak or write as 
citizens, they should be free from 
institutional censorship or discipline, but 
as persons of learning they should remember 
that the public may judge their profession 
and their institution by their utterances so 
tney should at all tic.es be accurate, should 
exercise appropriate restraint, should show 
respect for the op~nions of others and should 
indicate that they are not institutional 
spokespersons, 
The concept of academic freedom must be 
accompanied by an equally demanding concept 
of academic responsibility. The concern of 
the institution and its members for academic 
freedom safeguards must exte~d equally to 
requiring responsible service, consistent-
with the objectives· of the institution, 
Institutions of higher education are 
committed to open and rational discussion as 
a principal means for the clar:fication of 
issues and the s9lut ion of ?t'OCle::is. In the 
solution of certain difficult ~roblems, all 
members of the academic com:n:.:ni.t::,• ::::.1st talce 
note of their responsibilit;· ec 5oc~eti·, to 
the institution and to each :,t::e: 3.nd must 
recognize that at times the ~:-.-.e::~3ts of each 
may vary and will have to be reco:ic1led. The 
use of physical force, .:si·::!iological 
har.i.ssment, or other disrupt:.·1e a::ts, which 
interfere with institutio~a: a::~ivities, 
freedom of movement on the ca:i:;_s, .::: freedom 
of all ;nembers of the acader..1:: :-::-.:;.;;:-:Jnity to 
pursue their rightful 1oa:s, is the 
antithesis of academic ::~e1om dnd 
::esponsibiiity. · So, also, are e::':.3 ·which, in 
effect, deny freedom. to speak, ':.:l ·::e heard, 
to study, to teach, to ad::.::-::s':.:: and to 
p;.irsue researcii., It is 1:ic.;.i:ce:1t UflOO 
;;ie~=ers of the academic commun1t::,· ::o =:e 
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acquainted with their individual 
responsibilities, as delineated by 
appropriate institutional statements. 
The universal responsibility of the teaching 
faculty member is effective teaching. A 
proper academic climate can be maintained 
only when members of the academic coDU:1.unlty 
meet their fundamental responsibilities 
regularly, such as preparing for and meeting 
their assignments, conferring with and 
advising students, evaluating fairly and 
reporting promptly student achievement and 
participation in group deliberations which 
contribute to the growth and· development of 
students and the institution. All members of 
the academic community also have the 
responsibility to accept those reasonable 
duties assigned to them within their fields 
of competency, whether curricular, 
cocurr icular - or extracurricular. 
Additionally, the concept of •institutional 
loyalty• still has a proper place within the 
academic community and i~poses the further 
responsibility on all members of the academic 
community to attempt, honestly and in good 
faith, to preserve and defend the institution 
and the goals it espouses, without 
restricting the right to advocate change. 
Administrators must protect, defend and 
promote academic freedom, must assure that 
members of the academic cornmunitJ'· fulfill 
their responsibilities and, i:i addition, must 
recognize that they have s~ecial 
responsibilities for which they are held 
accountable--namely, the marshaling of human, 
physical and financial resources 1:1 order to 
realize institutional soals. {Source: 
American Association of State Colleges and 
Universities, adopted NoveiD.ber 9, 1971) 
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To provide for iepocts on tim~ and effort on 
exte~nally funded projects. 
Recognizing the need to comply with 0MB 
c·ircular A-21 and the Education Division 
General Admin1st'rative Reguletions (EDGAR), 
Morehead State University shall account for 
the time and effort of University personnel 
working on ~xternally funded projects. 
University personnel, where all or part of 
their total cqmpensation. (including 
consulting, overload, etc.}" is paid by 
external sources and/or where their time and 
effort.are donated by Morehead State 
University to an externally sponsored 
project, shall complete periodically a 
•unive.rsity Per.sonnel Activity Report• which 
documents their time and effort. Personnel 
Activity Report forms shall be obtained from 
the Division of Administrative and Fiscal 
Services, Offic!:! of Bii¥-iness Services. 
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To encourage faculty members to asSume 
editorship of professional journals or 
offices in professional organizations. 
If a faculty member assumes an editor.ship of 
a professional journal or an office in a 
professional organization, that individual 
shall infer;:, his/her Department Chair about 
such activity. 
In addition, if there is need for 
institutional support in the form of a 
specia! telephone line, mailing privileges 
· (costs), paper costs, convention budgets, and 
so forth, the faculty member 3hall include in 
. the report information about the organization 
and its impact upon the region or the nation, 
the types of responsibilities being assumed, 
and a proposed budget to cover the requested 
funds. 
That request shall be forwarded through 
channels· to the Vice President for Academic 
Affairs. 
The Department Chair and Dean shall colilffient 
on the value to the institution When 
reviewing the request. The Vice President 
for Academic Affairs is resPonsible for 
approving or disapproving such requests. 
If approved, ·the Prugram shall be reported on· 
at least annually by the faculty member. 
Such reports shall be sent through channels 
to the Vice.President·for Academic Affairs. 
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To provide a leave of absence with pay for 
research and independent study, professional 
education preparation programs such as 
institute::. and workshops, and l~.:ivel related 
to the applicant's profes3ional interests. 
A sabbatical is a privileg~ which may be 
granted to ~n individual who has demonstrated 
by publication, teaching, exhibition or 
performance an above average ability in 
scholarship, research, or other creative 
accomplishment. 
Standing appointment, full-time, tenured 
faculty members and academic administrators· 
who hold tenure in an academic rank, meetin~ 
the following conditions: 
1, They hold the rank of Professor, 
Associate Professor, or Assistant 
Professor. 
2. They have served the University for a 
minimum of six consecutive contract years 
of full-time service. Time s~ent on any 
type of leave of absence is not counted 
as full-time service, 
3. They are tenured (if they are paid 
through the University) or if paid with 
funds provided bj• an agency other than 
the Univeristy, and in a non-tenured 
position, they have served at least seven 
years in one of the ranks listed above. 
In these cases, the use of restricted 
funds for sabbatical must be allowed by 
the granting agency. 
A sabbatical leave will not be granted to an 
individual who, because of mandatory 
retirement age reguirements, cannot proviJe 
two contract years of full-time service to 
the University following return from leave. 
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Factors considered in evaluating an 
application for sabbatical leave are: 
1. The validity of purpose. 
2. The potential value of the leave to 
Morehead State University. 
3. The quality 
applicant, 
of service by the 
4. The distribution of approved leaves· 
among the University's departments 
and colleges. 
5. The length 
applicant, 
of service of the 
6. The availabilj.ty of institutional 
7. 
funds. · 
The means required to 






8. The determination o'f whether or not 
the applicant has previously been 
granted a sabbatical leave. 
The following guidelines shall Oe con:::;ide:red 
in considering a~plicants for sabbatical 
leaves: 
1. sabbatical leave p::_.)=:1::i.es .::;hall !Je 
based ?rimarily U?On factors wb~ch 
arc f~lt to !Je ~03t valuable and 
useful to the inst:.:::.ition as stated 
specifically above. 
Priority shall !J~ 
persons who can 
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3. Priority shall be awarded to those 
faculty who are in need of training in 
another field in order to remain in 
employment with the University and meet 
the University's needs. 
The faculty member is responsible for 
submitting his/her application ~or a 
sabbatical leave on a form provided by the 
University. Such applications should be 
submitted to the Department Chair by the 
February 1 preceding the fiscal year during 
which tne leave is to begin. 
The applica·tion must be accompanied by the 
following: 
l. A statement giving full details 
concerning the purpose of the leave and 
plans for its use; 
2. A vita giving full det-ails of the 
applicant's educational preparation, work 
history, and accomplishments at Morehead 
State University. 
The applications shall be reviewed by the 
Department Chair, the Dean, the University 
Sabbatical Leave Committee, the Vice 
President for Academic Affairs, and the 
President. The findings of each review level 
shall be recorded and passed along to each 
higher level of review. 
Sabbatical leave applications which are 
recommended by the President are sent to the 
Board of Regents for approval. 
Persons granted leaves may receive full 
salary for up to one semester or one-half 
salary for up to two semesters. The salary 
will be based upon that which would have been 
earned during the time of the sabbatical 
leave. 
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The successful applicant .... u1 ~njoy the 
following rights regarding tim~ spent on a 
sabbatical leave of absence: 
1. The recipient may share in the salary 
increases awarded by thP University. 
2. Leave ti•'le will be credited as active 
service for retirement purposes. 
University and faculty contributions will 
continue on the basis of full salary. 
3. Th~ leave period counts toward 
requirements for promotion. 
4. The recipient may return to his/her 
former position with the University 
unless otherwise agreed to by the 
employer and employee. -
5. The recipient who is a member of the 
University insurance coverages shall 
continue in those plans at the same rates 
while on a sabbatical leave. This 
applies to dependents as aell. 
The successful applicant will have the 
following obligations regarding the 
sabbatical leave of absence: 
1. The recipient of a leave will submit the 
following reports to the appropriate 
college Dean: 
a. An interim report du,ing the 
sabbatical leave indicating how the 
leave is being spent. This report 
will consist of a description of 
activities or coursework being taken 
and credit being earned. 
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b. The fj_nal report consisting of a 
description of how the leave was 
spent and supporting documents sucn 
as transcripts. 
2. Return to service at Moreheac::- State 
University for at least two years after 
the sabbatical leave expires or repay the 
amount of compensation received while on 
leave. If the recipient of a sabbatical 
leav~ returns to the University for a 
period less than two ye~rs, the amount 
repayable shall be prorated in relation 
to the amount of return service given. 
For example, if he/she returns for one 
year, the repayable amount shall be one-
half the compensation received while on 
leave. · 
3. The recipient of a paid sabbatical leave 
must not be_ gainfully employ_ed during the 
pe~i,od of the leave. This restriction, 
however, is not to be construed to mean 
that an individual who has been awarded a 
scholarship, assistantship, o. other 
honorary stipend be deprived of the 
sabbatical leave if the scholarship, 
a~sistantship, or stipend does not 
involve duties separate from the purpose 
for. which the leave is granted. 
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4. An agreement will be drawn up betweP.n the 
recipient and the University stating the 
approved activities during the sabbatic~l 
and the recipient's rights and 
obligations. Failure to comply with the 
contracted provisions of the sabbatical 
will result in cancellation of the 
sabbatical, repayment of all ralaries 
received as a result of being granted the 
leave, and forfeiture of all rights 
specified in the sabbatical agreement. 
The cost of legal proceedings will be 
borne by the party breaking the 
agreement. 
An individual becomes eligible to apply for a 
subsequent sabbatical leave under the terms 
and conditions specifie_d above, provided that 
a minimum of six contract years of full-tiine 
service has elapsed since ending a previous 
sabbatical leave. (Time spent on any leave 
is not counted as a part of the six contract 
years of full-time service.) 
The President has the option of making 
exceptions to the above stated policy when 
deemed in the best interest of the 
University. 
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· Revision Date: 
To define the procedures to be fol10wed when 
issues involving faculty rights and 
responsibilities have not been resolved 
successfully through the normal channels of 
administrative responsibility and pr?cedure. 
All individuals in the aca.demic 
classification category plus those 
individuals in the administrative category 
Who havr. tenure-eligible academic rank and 
who have grievances of an academic nature. 
The Committee on Faculty Rights and 
Re~ponsibilities established by these 
procedures may review petitions from all 
faculty members (described under Eligibility 
above} in any situation in which a faculty 
member asserts that he/she has sUffered a 
substantial injustice resulting from a 
violation of academic freedom, professional 
ethics, or procedural fairness, 
dis'?rimina·tion or due process. 
Disputes · abo\lt the dismit.sal of a 
probationary tenure eligible faculty member 
or a fixed-term appointee before the end of 
the term of appointm~nt or of a tenured 
faculty member are covered under Kentucky 
Revise~ Statutes (KRS 164.360 - KRS 164.365). 
Faculty members, who have been employed full 
time at Morehead State University for seven 
or more consecutive years and are untenured, 
shall be afforded the same rights of Academic 
Freedom and Due Process as a tenured faculty 
member; upon the recommendation of the 
President and ap?roval of the Board of 
Reg·enta. 
Any issue to be reviewed under these 
procedures must be presented by the 
particular faculty member who has the issue. 
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The Ccimmittee on Faculty Rights 
Responsibilities shall consist of 





Nominees for faculty repreeental:.ives for each 
college shall be made by the Faculty Senate 
and voted on by the tenu::ed members of the 
faculty in that college. The Faculty senate 
will elect a voting chair from the faculty at 
large. The term of the chair shall be for 
one year. 
Terms of faculty members from each college 
sh?lll be for three years and shall be 
staggered to provide continuity of 
membership. No mefflber may serve for more 
than two cons~cutive terms. 
A quorum of the Committee will be a majority 
of those remaining after any member is 
disguali-fied because of blood or marriage 
relationship to the aggrieved party or 
because of a member's personal involvement in 
the case. 
Upon receiving .a petition, the Committee wi.il 
make a preliminary determination as to the 
extent of its review of the matter. The 
Committee Will reserve the right not to take 
up a complaint that it judge_s without merit 
or where it appears that other remedies 
should be sought before coming to the 
Committee. 
The Committee may decide to have an informal 
review or to establish a Hearing Board. If a 
Hearing Board is not established,· ·the 
Committee may attempt to bring about a 
satisfactory settlement. 
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A Hearing Board will be establishl:'d only on 
the vote of a majority of membership of 
Committee upon a determination that c1 prima 
facie basis for the complaint h.3.S bean shown 
and may not reasonably be dealt .,..i th through 
an informal resolution process. 
The bur.1-::n of proof fa e.stablishing a prima 
facie case will be on the complaining party. 
The Committee on Faculty Rights and 
Responsibilities should attempt to settle 
mat~ers brought to it as quickly as possible 
without sacrificing fairness to all parties. 
Onl1 in ·extraordinary circumstances should 
there be a time span longer than 30 da~s 
between the· receipt of a complaint by the 
Committee and a decision as to whether there 
will be a formal hearing. 
The Committee shall not consider the 
substantive academic judgment aspects of such 
matters as promotion, tenure, compensation, 
and evaluation of performance. In such 
matters as these, acade,11ic freedom, 
professional ethics, discrimination, or due 
process may be reviewed. 
For a par.ticular case, a Hearing Boar-3, 
consisting of all eligible members of lhe 
Committee will be established· to hear the 
case. Members wlll remove themselves from a 
case if they deem themselves disqualified by 
reason of bias or interest. 
If a specific hearing is scheduled, notice 
will be served with a specific statement of 
the complaint at least 20 days prior to the 
hearing. The party complained against may 
waive a hearing or may respond to the 
complaint in writing at any time before the 
hearing. 
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Hearings before a Hearing Board will not be 
public. Publicity and public statements 
about the case by either the comp:aining 
party or the Bearing Board wi 11 be avoided 
until the proceedings haVe heen completed. 
The Rearing Board and both patties raay have 
present at the hearing such assistance aa 
they deem necessary. 
During the proceedings the parties will be 
entitled to have an advisor and counsel of 
their own choice. The Hearing Board will not 
be bound by strict rules of legal evidence 
and may admit any evidence of probative value 
in determining the issues involved. Every 
possible effort will be made to obtain the 
most reliable evidence available and to avo.1.d 
excessively legalistic procedures. 
A tape recording of the hearings will be made 
and will be available to both parties. 
The parties will be afforded an opportunity 
to obtain neces~ary witnesses and documentary 
or other evidence. The University 
administration will make reasonable efforts 
to cooperate with the Hearing Board in 
securing witnesses and making available 
documentary and other evidence. 
Parties will have the right to confront and 
cross-examine all witneases. 
The Hearing Board's 
conclusions will be 
hearing record, 
findings of fact 
baaed solely on 
and 
the 
The Hearing Board shall not consider the 
subStantive academic judgment aspects of such 
matters as promotion, tenure, compensation, 
and evaluatlon of performance. In such 
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professional ethics, discrimination, 
process may be reviewed. 
freedom, 
c,r due 
The He~ring Board 
petition!:. which are 
processed in the 
affirmatiJe action. 
may net review any· 
being or have been 
courts or through 
The Hearing Board shall reach its conclusions 
by majority vote and shall submit these 
conclu:.ions to the President of the 
Univ~rsity through the Chairperson of the 
Ccmmittee on Faculty Rights and 
Responsibilities. The President shall notify 
the Chairperson of the decision that has been 
reached. In the event that the President's 
decision is not in accord with the 
conclusions of the Hearing Board, the reasons 
foe thal decision shall be spec_ified to the 
Chairperson of the Committee on Faculty 
Rights and Responsibilities who will inform 
the Committee and the parties directly 
involved. 
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PURPOSE: To outline responsibilities of faculty 
members for attendance at faculty meetings. 
Faculty members are expected to attend all 
faculty meetings unless they have compelling 
reasons for not being able to do so. A 
faculty member shall inform his/her 
Department Chair or immediate snpervisor if 
unable to attend a faculty meeting, 
Preferably that notification shall be prior 
to the meeting but, in any case, if unable to 
provide advance notice, the faculty member 
shall provide such information after the 
meeting. 
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To define conditions for vacation leav~ for 
regular, full-time faculty members on twelve-
month appointments. 
vacation shall be accumulated at the rate of 
one-and-one-quarter (l¼) work days for each 
month of regular employment during the first 
10 years of continuous employment and one-
and-one-half (1\) work days thereafter. A 
12-month faculty member accumulates vacation 
in any month in which he/she is paid for 11 
days, except that pay received for 
accumulated vacation at time of leave without 
pay, termination of employment, death, or 
retirement will not be credited toward the 11 
days. 
The maximum accumulation of vacation for a 
12-month faculty member earning at the rate 
of one-and-one-quarter (l~l work days per 
month shall be 30 work days. The maximum 
accumulation of vacation for a 12-month 
faculty member earning at the rate of one-
and-one-half (l~l work days per month shall 
be 30 days. 
Only days on which the faculty member 
normally would have worked are charged 
against accumulated vacation. Vacation leave 
must have been earned to be taken. 
The cash equivalent of unused vacation is 
paid off when a faculty member on a 12-month 
appointment terminates employment, dies, 
retires, or commences a leave of absence 
without salary. The cash equivalent is 
determined by dividing the annual salary by 
1,950 times seven and one-half (71:i) times the 
number of unused days. There is no other 
cash settlement for accumulated vacation. 
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To outline the salary considerations when 
promotion in rank occurs. 
An individual who is promoted in academic 
rank is entitled to two increases, as 
follows: 
1. A fixed amount to recognize the promotion 
in rank. This amount is established each 
year by the President. 
2. A merit increase based on the same 
pl,blished· criteria used in determining 
merit increases for other faculty 
members. • 
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To establish the right of the President to 
suspend an employee. 
Before suspending a faculty member, pending 
an ultimate determination of the faculty 
member"s status through the institution 1 s 
hearing procedures, the administration will 
make reasonable effort to consult with the 
Faculty Rights and Responsibilities Committee 
concerning the propriety, the length and the 
other conditions of the suspension. A 
suspension which is intended to be final is a 
dismissal and will be treated as such. 
Salary may continue during the period of the 
suspension, (Source~ America-n· Associa"tion 
of University Professors) 
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To outline the pay and reassignment policy 
for administrators who either return or are 
reassigned to the faculty, full time 
teaching. 
FACULTY APPOINTMENT 
Administrators with Or without academic rank, 
nontenured, may return to a full time 
teaching, research and/or service contract so 
long as they qualify and succesefully compete 
for an existing vacancy. 
Te::ured administcatore with academic rank may 
return to a full time teaching, research, 
and/oi:: service contract upon the approval of 
the appropriate dean and/or vice president. 
If no vacant position exists, one will be 
created. 
Administrators with tenure, who hold no rank, 
will be given the same employment retention 
consideration as faculty with tenure, upon 
the approval of the appropriate dean and/or 
vice president. These administrators will 
not necessarily be reassigned to classroom 
teaching. 
Administrators with academic rank reas::.igned 
or returning -to a nine-month full time 
teaching, resedrch, and/or service contract 
shall be paid thereafter their base salary 
plus m~rit earned. 
Ba3e faculty salary for returning or 
reassigned administraturs shall reflect 
salary inc~ementa which woula have o~cur=ed 
had they served in a facultt position during 
the aame time. 
The Vice ?resident for Academic Affairs will 
be responsible for the calculation of 
salaries for ad~inistrators, with rank, 
returning to the faculty and entering full 
time teaching. Salary proposals shall be 
submitted to the President for approval and 
presentation to the Board of Regents. 
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the pay and 
administrators 
faculty assignment 
who hold academic 
Administrators who qualify may receive 
academic rank and tenure eligibility up~n 
recommendation of the President in 
consultation with the appropriate 
departmental faculty and the Vice President 
for Academic Affairs and approval of the 
Board of Regents. 
Administrators who hold academic rank ~ay 
apply for promotion and/or tenure through 
normal promotion and·tenure channels. 
Those tenure eligible administrators who hold 
rank are gqverned by the same rules and 
regulations for tenur£> eligible faculty. 
(See PAC - 2,) 
No administrators without academic 
credentials will be given rank or tenure. 
Individuals, present and prospective, hired 
into administrative positions in which it is 
possible to acquire faculty rank and/or 
tenure shall be paid a base salary comparable 
to faculty of similar rank, experience, and 
education plus an additional sum for an 
extended contract and an administrati~e 
stipend to bring total compensation to a 
competitive administrative salary level. I:i. 
the event and at such a. time as that 
administrator may be reassigned to faculty 
status, the supplement for the extended 
contract and the administrative stipend sha:1 
be removed. {See Pac - 23,) 
The Vice President for Academic Affairs will 
be responsible for the calculation of 
salaries for administrators with rank to ?;;e 
submitted to the President for approval and 
presentation to the Board of Regents. 
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To provide regular full-time faculty and 
regular full-time academic administrators, 
eligible for retirement under the Kentucky 
Teachers Retirement System, an opportunity to 
retire earlier than the age required to 
qualify for Social Security benefits or the 
mandatory age of retirement from the 
University, but to continue in a part-time 
teaching or other capacity with the 
University. 
Any faculty member or ~·academic administrator 
eligible for retirement under either the 
regular Kentucky Teachers' Retirement System 
or Kentucky ·Employees' Retirement System· may 
apply for early retirement. Request to take 
early retirement by el:;ible regular full-
time faculty and regul.1:- full-time academic 
administrators must ~e submitted by 
September 1 if retiremen:: is to be effective 
December 31 and by Maren l if retirement is 
to be effective by June 30. A request to 
retire early is to be made by the retiring 
member directly to the requesting member's 
Department Chair .:.n which he/sh'e holds 
academic rank. A decision on whether to 
3rant the early retirement request will be 
made by t~e appropriate academic 
administrators (Department Chair, oean, and 
Vice President: for Academic Affairs) and will 
be based upon the staffing needs. (present. and 
future) of the affected department. If early 
retirement does nor adversely affect the 
academic function of t!Je Department or 
Division of Academic Affairs, then upon a 
favorable recommendation of the Department 
Chair, Dean, and Vice ?resident .for Academic 
Affairs, the ?:eSident may recommend final 
approval to the· Beare! of Regents at the next 
scheduled rceedng of the Board. Prior to the 
recommendation to the President, a fixed term 
contract not to exceed four years will have 
been negotiated ;,etlll'een the faculty member 
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and the University, the provisions of which 
shOuld mutually meet the needs of the 
contracting parties, and to become binding 
must be recommended by the President and 
approved by the Board of Regents. 
Under the early retirement program as 
permitted by KTRS, the faculty member has the 
opportunity to teach a minimum of six and a 
maximum of· twelve semester hours per fiscal 
year (July 1-June 30}. For each credit hour 
taught, compensation shall be at a rate of 
3.33 percent of the retiring member's last 
ba_se salary. Nine-month faculty teaching the 
equivalent of a half-time teaching load for 
an academic year (see PAc - 7) qualify for 
the maximum compensation i.:nder this plan (40 
percent of the last contract base salary). 
Twelve-month academic administrators will 
have their salary; conv~rted to a 9-month 
basis in accordance, with PAc - 23 as approved 
by the Board of Regents on June 13, 1986, 
before thE! 3.33 percentage rate per credit 
hour is appliet;], The faculty member's base 
salary from which to ca:i.culate the 3,33 
percentage will increase in accordance with 
salary distribution guidelines adopted by the 
institution each year. During the early 
retirement period, the retired faculty member 
may· elect to purchase life insurance from the 
University life insurance ca::ier under the 
University's group plan. 5in;le and family 
health insurance may also t:e purchased at the 
group rate; however, the Cf:ice of Personnel 
Services and the Office of Budgets and 
Management Information Se rv :ces ;;; i 11 annually 
review the decision to continue to offer 
health and life insurance as a pa.'rt of the 
early retirement pl3n. 'iear-to-1ear 
continuation of the health and life plan for 
faculty in the early ret1:e!:lent program is 
contingent upon budgetary i!!;pact. 
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Retired faculty teaching under the provision 
of this plan may retain the appropriate 
faculty rank from which they retire but do 
not retain faculty voting rights in their 
academic department. Nor ..,ill the retired 
faculty member be eligible for proaotion or 
sabbatical leave as outlined in PAC - 2 and 
PAC - 17. 
This special employment faculty appointment 
category carries with it the expectations, 
duties, and responsibilities of a faculty 
position. Sick leave will be permitted in 
accordance with PAc - 4, office space will be 
made available and library and special 
purchase privileges (bookstore, athletic 
tickets, etc.) will be available in 
accordance with University policies and 
procedures. The faculty member's perfor11.ance 
will also be evaluated utilizing the same 
evaluation instrument as used to evaluate 
regular faculty. This special appointment 
category carries with it no less 
res pons ib ill ty for classroom per form.ance, 
attendance, and professional ethics and 
responsibilities than that of regular 
faculty, and will be governed by the 
University Personnel Policies wit~ the 
ezceptions as defined previously. 
Faculty opt~ng for early retirement are given~ 
priority 1.n receiving summer teaching 
assignments during the summer before the year 
of retirement. 
Faculty must retire fully from the University 
in accordance with current Personnel Policy 
at age 70. 
The University Faculty Senate recommended 
that an early retirement plan be established 
and provided a report on which the above 
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Revision Date: 
of Program 
GENBBAL POLICY: The Board of Regents has a paramount 
statutory duty to the people of Kentucky to 
maintain a quality educational program 
consistent with the mission statement and 
within available financial resources as 
determined by the Council on Higher 
Education, the Governor, and the General 
A.ssembl~•- Accordingly, determination of the 
existence of cause, financial exigency, or 
discontinuance of program based essentially 
on educational considerations, that may 
involve the termination of tenured faculty 
me~bets, is a prerogative cesecved foe the 
Board and will not be delegated. 
The Board of Regents is fully aware of the 
fact ~ that adjustments due to a financial 
cr1s1s or discontinuation of a program that 
include. the terminat~on of tenured facu~ty 
members are matters of gravity and require 
thoroughly considered balancing of the public 
and private interests. These actions are to 
be taken under exacting criteria and with 
assurance of requisite Sdfegua;ds of academic 
due process to maintain a quality education 
program consistent with the mission statement 
and available financial tesources. 
Upon a documented report of the University 
needs and available fiscal resources and 
recommendation of the President that a case 
of financial exigency or need to discontinue 
a program exists, faculty termination 
decisions will be made by the aoard of 
Regents. The President's report to the Board 
of Regents shall .c:esult from and reflect the 
advice and wci tte·n recommendations of the 
Faculty senate and the ad hoc committees 




specific recommendations for 
of individual tenured faculty 
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appointments, the President shall take into 
account the following: 
1. If funded vacancies exist, an offer 
will be made to the tenured faculty 
members concerned existing positions 
for· which they are qualified by 
tJucation and/or experience. If any 
faculty members are unqualified by 
education or experience, the 
University will grant the maximum of 
a one-year period of sabbatical leave 
during which the faculty member will 
retrain and prepare for the specific 
vacancy. Financial support will· be 
g_ranted in accordance . with the 
sabbati~al lea~e policy. 
2, In the event of the termination of a 
tenured faculty member, that faculty 
·member will not be replaced- for a 
period of three years: 
a. By another person of comparable 
qualifications at the same or 
higher salary without first 
offering reinstatement to the 
·terminated tenured faculty member 
and allowing thirty calendar days 
for acceptance; 
b. By another person at a reduced 
level of compensation without 
first offering reinstatement to 
the terminated tenured faculty at 
the faculty member's most· recent 
compensation and al-lowing thirty 
calendar days for acceptance. 
3, In the event of the termination of 
all tenured faculty members in a 
particular area or discipline for 
disc;ontinu.an.ce of program, that area 
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OP A CASB OP-
TERMiliATIOR 
FOR CAUSE: 
or discipline will 
at the University 
five years. 
not be reinstated 
for a period of 
4. Faculty members, Who have been 
employed full time at Morehead State 
University for seven or more 
C=>nsecutive years and are untenured, 
shall be afforded the same eights of 
Academic Freedom and Due Process as a 
tenured faculty member, upon 
recommendation of the President and 
approval of the Board of Regents. 
This procedure will be used when it is 
recommended by the President that · the 
University terminate a faculty member for 
cause. Reasons for cause to dismiss will be 
limited to (1) Incompentency, (2} Neglect of 
Duty, (3) Refusal to Perform Duties, and/or 
(4) Immoral Conduct. It specifically 
outlines the rights and academic due process 
that are accorded a faculty member on a 
continuing contract and does :10t attempt to 
deal with other staff and University 
personnel p-rocedures. It is ·recommended 
that, in the genetal interest of Morehead 
State University, a procedure be developed 
for these employees and that a process be sJt 
up to reconcile the interests of the 
University as a whole. 
Recognizing that the President has the 
authority to in.ltiate termination charges, 
for . cause, again:it a faculty member, the 
University will generally rely· though upon 
the Dean Of the College in which a faculty 
member resides to identify that a case o·f 
termination for cause exists at Morehead 
State University. Once a case of termination 
for cause is identified b:,- the Dean of the 
College, the Dean will inform the Vice 
Presid~nt for Academic Affairs and the 
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President in a written, signed stacement of 
the facts relied upon to support one or more 
of the statutory grounds for dismissal for 
cause. The stated formal charge (s) against 
the faculty member will be only on the 
grounds of (11 Incompetency, (2) Neglect of 
Duty, (3) Refusal to Perform Duties, and/or 
(4) Immoro~ Conduct. .This provision 
preserves a Dean's discretion to handle 
complaints against one of his/her faculty 
members informally before initiating formal 
chargee for the termination for cause. 
ST'P.P ONE. The President, after consultation 
with the Vice President for Academic Affairs, 
the Dean preferring the charges, the 
Department Chair of the department in which 
the faculty member resides, and the Chair of 
the Faculty Rights ·and Responsibilities 
Committee, will determine whether to prefer 
charges against the faculty member .or. to 
refer the matter back -to the Dean for further 
consideration. Absolute discretion is 
esseritial in this process to protect che 
rights and privacy .of the individuals 
involved. 
STEP TWO. If the President decides to prefer. 
charges against the faculty member, the Vicf. 
President for Academic Affairs will meet with 
the faculty member and hand a copy of a 
written statement, signed by the President, 
spec1fying in detail . the charge or charges 
against the faculty member to the faculty 
member. Every effort shall be made at this 
po_int to' outline the case being preferred 
against the faculty member and to advise the 
faculty member of the procedure which will be 
followed and the faculty member's academic 
and civil rights in the proceedings. Upon 
receipt of the written statement specifying 
charge (s) at the meeting, the faculty member 
shall have thirty calendar days in which to 
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file with the Vice President fo: Academic 
Affairs a written, signed responae to the 
charges within the written etate111.ent. If the 
faculty member wiahea to decline hi&./her 
right to a heating, he/she hos the option of 
submitting a letter of reaignation to the 
Vice President of Academic Affairs within 
thirty ~ays following the meeting. The Via• 
Preaidont for Academic Affairs yill forward 
the letter of resignation along with copies 
of all pertinent materials tc the Presi4ent 
of the University for recommendation to the 
Bo~~d of Regents. 
STEP THREE. If the faculty member hile or 
refueel!I to file a response within the thirty-
day period, or if the faculty member files an 
answer denying any or all of the charges 
outlined in the written statement, the Vice 
Pre■ ident for Acadeio.ic Affairs shall convene 
a five-member ad hoc Tarmination for cau■e 
Hearing Board and vill provide the faculty 
member ·with a written, signed notice of a 
hearing of recoi::d to take. plac<'! not less than 
thirty calendar days nor more than sixty 
calendar days, excluding the day notice is 
received by the faculty member. The ad hoc 
Ter11ination for Cause Hearing Board will 
consist of one member of the Faculty Rig•1ts 
and Responsibilities Committee elected by the 
Faculty Rights and Responsibilities 
ComJJi ttee; three faculty member a elected by 
the Faculty Senate, and the Faculty Regent, 
whO will eerve aQ Chair. The vice PrE!uident 
for Academic Affairs, the .Chait of . the 
Faculty Senate, and the Chair of the Faculty 
Rights and Responsibilities ColDllittee may 
serve as nonvoting, ez officio members of the 
ad hoc Termination for Cause Hearing Board. 
1. The ad , hoc Tormination for 
Hearing Board, in. consultation 
the charged fr.culty membei::, 
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Entry into the wcitt"en record of the 
written statement ~pecifying the 
charge or charges against the faculty 
member and the faculty member's 
response to them; ·' 
4. Presentation of witnesses, documents, 
and other pieces of evidence by the 
Dean who initiated charges; 
5. An opportunity for t.he faculty member 
or his/her counsel to call and cross-
ex:"amine witnesses, and tO present 
documents 1 and other pieces of 
·information reputing the charges in 
the written statement; 
6 •. The University and faculty member 
w-ill have the eight to confront .!!.;1d 
cross-examine each others witnesses: 
7. An opening stateme.nt on bebalt of the 
university; 
a. An opening statement by the faculty 
member or his/her counsel1 
9. A verbatim recOrd of the hearing will 
be taken, and a transcribed copy will 
be made available, without cost to 
the faculty member. 
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11. A recommendation wit;.h findings of 
i.2. 
facts and conclusions based upon the 
record considered as a whole will be 
1t1-1ide in an open session as to whether 
cause for termination of the faCulty 
member exists. The Hearing Board 
may go into closed session to discuss 
the evidence FJtE!sented at the 
hearing. -
The tt:!commerada l io11 of the ad hoc 
Termination for Cause Hearin; aoara 
will he sent to the President ·and 
copies of the cecomml!ndation will be 
sent to the Vice President for 
Academic Affaics, the Dean preferring 
the charges, the Department Chair of 
the faculty member, the charged 
faculty member, and the Faculty 
Regent. Dissen~ing m1,ority re?orts 
shall be· included rn the final 
report. 
,13. The President anJ tl1e faculty member 
will be given a copy ol t 11e 
transcribed hearing .and n::cord within 
five calendar days of the Hear lng 
Board's recommend at ion.. 
STEP FOUR. If the recommendation of the ad 
hoc Termination for Cause Hearing Board is 
that cause exists for termination of the 
faculty member's contract, or for the 
app~ication of another appropriate action, 
the faculty member has thirty calendar days 
excluding the day the recommendation of the 
Hearing Board is received to file a written, 
signed exceptions to the Hearing Board 1 s 
recommendation to the President of the 
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University. A copy of the exceptions 
will be sent to the Vice President for 
Academic Affairs, the Dean preferring the 
charges, the Department Chair of the 
faculty member, the charged faculty 
member, and the Faculty Regent. 
If ~he faculty mef'lt,er feels that he/she 
has not received due process, he/she has 
the r i•~ht to file an appropriate 
grievance with the Faculty Rights and 
Pesponsibilities committee which will 
investigate the matter w-ithin four weeks 
and submit a· recommendation to the 
President. A copy of the report will be 
sent to the Vice President for Academic 
Affairs, the Dei'l.n prefenlng the charges, 
the Department Chair of the faculty 
member, l:he charged faculty member, and 
the Faculty Regent, Dissenting minority 
reports shall be included in the final 
report. 
STEP FIVE, If the recommendation of the 
ad hoc Termination for Cause Bearing 
Board is that cause does not exist for 
termination of the faculty member's 
contract and, if the President rejects 
the recommendation of the ad hoc 
Termination for Cause Hearing Board that 
adequate cause for dismissal has not been 
established bf the evidence of the record 
considered as a whole, the President will 
state the reasons for doing so, in 
writing, to the ad hoc Termination for 
cause Hearing Board and the faculty 
member. The President will provide an 
opportunity for written exceptions by the 
faculty member within fifteen calendar 
days before making any recommendation to 
the Board of Regents. 
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STEP SIX. After a review of lhe facts 
and the procedures followed, if it is the 
decision of the President to make a 
recommendation- of termination of 
employment for cause to the Board of 
Regents, prior to iinal action of the 
Board o"f Regents, the Board shall 
con~ider any written exceptions and 
responses to the Bearing Board's 
recommendation and the recommendation of 
the President, and at the request of a 
party or on its own, permit oral argument 
b_efore the full !:'o .. rd of Regent&, The 
Coa~d of Regents shall review the 
t_ranscript of t-'1e hearing and the record 
of evidence, ar,d recommendations, 
exceptions, and response, and may discuss 
s~me in closed session. In open session, 
the Board of Regents, will determine 
whether or not to terminate the faculty 
member I s contract. This ends the formal 
process of academic appeal but does not 
preclude the possibility of seeking 
redress through the ler,al system for 
perceived injury and harm. 
This procedure will be used when it is 
proposed by the President that the University 
reduce the total number of faculty positi:>ns 
on a campuswide basis due to a case of 
financial exigency. It specifically outlines 
the rights and academic due process that arc 
accorded a faculty member on a tenured or 
non-tenured contract and does not attempt to 
deal with other staff and University 
personnel procedures. It is recommended 
that, in the general interest of Morehead 
State University, a procedure be developed 
for these employees and that a process be set 
up to reconcile the interests of the 
University as a whole. 
Page 9 of 20 
PERSONNcL POLICY MANUAL IJ 
Subject: Termination of Faculty 
for ·Cause, Financial 
Exigency, and 
Discontinuance 
Section Number: PAc - 26 




OP A CASE OP 
l'IRANCIAL 
I:XIGRHCY: 
The Vice President for ~Jminiatrative ard 
Fiscal Services will identify that a i:-ase of 
financial exigency exists at Mor1::head State 
University and will inform the President of 
the situation with supporting documentation. 
STEP ONE, The President will subrait a 
written report to the Faculty Senate which 
states that a case of financial exigency 
exists and give budgetary and financial 
information which would support that 
position. The Pre:;ident shoul-i also give a 
personal assessment .of the situation and 
prP.li~inary recommendations for solving the 
situ~ lien. The empha$is at this point in the 
prr .::,·.S5 is to identify the number of faculty 
pc,sitions which are proposed to be elimi·nated 
and/or the dollar- amount of savings in 
faculty sala!. ies which are necessary to deal 
with the situation. The· preliminary 
recommendations should also outline what 
other cuts ar-e being proposed. 
STEP 'TWO, Following notification by the 
President, the FacultJ Senatti will determine 
whether or not a case of financial exigency 
exists. It the Senate decides that the 
President's case for financial exigency has 
not been sufficientli· documented, the 
President will be invited by the Chair of ~he 
Faculty Senate to make a pre'sentation to the 
Senate at a regularly scheduled Faculty 
Senate meeting to pres~nt more supporting 
evidence for the pas it ion. It the Faculty 
Senate determines that a reasonable case for 
financial exigency exists, the matter will be 
referred to the three independent ad hoc 
committeeS listed in STEP THREE. The Senate 
may also choose at this time to prepare an 
independent and more comprehensive report for 
submission fo the Faculty Regent and the 
President. 
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If the Senate decides that a cas~ of 
financial exigency has not been adequately 
demonstrated, the Senate will · submit a 
dissenting opinion to the Fte3ident with a 
copy to the Faculty Regent. 
If after receiving .:1. Faculty Senate 
dissentln; •·opinion, the President feels· that a 
case of financial exigency does exist, the 
President may proceed to develop a full report 
to the Board of Regents regarding the 
financial condition of the University. The 
rep<..:.t will include, but not be limited to, 
information and reports from the Faculty 
Senate and a recommended procedure to be 
followed regarding the termination and due 
process rights of tenured faculty affected by 
the financial exigency. 
STEP TEiREE. The FaCulty Senate will elect 
the nine faculty members who are to serve on 
the three ad hoc comrr.ittees listed below. 
Every effort will be made to have an 
equitable representaticn f~om ,ontenu:ed as 
well as tenured faculty, since it is the 
former who are likely to bear the brunt of 
the reduction. There will also be a faculty 
representative from each of the three 
colleges on each ad hoc committee. Th~ 
committees will work independently on the 
determination of financial exigency and will 
propose possible Solutions and alternative 
courses of action. Faculty positions to be 
eliminated, but not specific fac1Jlty members, 
may be identified at this point in the 
process. 
1. AD HOC COMMITTEE CHAIRED BY VICE 
PRESIDENT FOR ADMINISTRATIVE AND 
FISCAL SERVICES. The seven-member 
committee will consist of the Deans 
qf the three academic colleges and 
one faculty member from each of the 
three colleges appointed by the 
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Faculty Senate as outlined above, and 
will be chaired by the Vice President 
for Administrative and Fiscal 
Services. 
2. AD HOC COMMITTEE CHAIRED BY VICE 
PRESIDENT FOR ACADEMIC AFFAIRS. The 
~~ven-member committee will consist 
of the Faculty Regent, the Faculty 
Senate Chair, the Chair of the 
Faculty senate Fiscal Affairs 
Committee and one faculty member from 
each of the three colleges appointed 
by _the Faculty Senate as outlined 
above, and Will be chaired by the 
Vice President for Academic Affairs. 
3. AD HOC COMMITTEE CHAIRED BY FACULTY 
RIGHTS AND RESPONSIBILITIES CHAIR. 
The seven-member committee will 
consis.t of three Department Chairs 
and one faculty member from each of 
the three colleges appointed by the 
Faculty Senate as ot:tlined above, and 
will be chaired by the Chair of the 
Faculty Rights and Responsibilities 
Committee. The Department Chairs 
will be appointed by the President, 
and every effort should be made to 
choose Chairs that will be most 
adversely · affected by the proposed 
eliminations of faculty positions. 
STEP FOUR. The three ad hoc committees will 
present we i tten reports to the President 
within 120 calendac days from the time the 
committees are convened. Copies o( the 
reports will be sent to th~ Faculty Senate, 
the Faculty Regent, and the chairs of the 
other ad hoc committees. Dissenting minority 
reports shall be included in the final 
reports. 
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STEP FIVE. The President, after receiving 
the reports of the three ad hoc committees 
and the final recommendations of the Faculty 
Senate, will make recornmend~tions regarding 
the specific faculty pC"sitions and faculty 
members who will be terminated for a case of 
financial exigency. The President will 
follow tlie Order of Termination Sequence in 
determining the [aculty members to be 
terminated. 
1. Tenui::ed faculty members will have the 
2. 
3. 
preference of retention over 
nontenured faculty members·. 
A (aculty member 
tenure prior to 
member will have 
ret.ention. 
who has attained 
another faculty 
preference of 
If the t1rne of tenured service is 
egua 1, then Lenured faculty of 
s'.lper icr academic rai·k will h.::1.ve 
preference of retention. 
4. If serv.ice and rank considerations 
are the same for two faculty members, 
the faculty member .iith the longu 
period of employment at the 
University will have preference of 
retention. 
These specific recommendations will be 
submitted to the Vice President for Academic 
Affairs who will notify in writing, within 
five business days, those faculty members 
whose positions are proposed to be 
eliminated. The Vice President for Academic 
Affairs will also convene the ad hoc 
Committee on Reconciliation listed in STEP 
SIX. 
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STEP SIX. AD HOC COMMITTEE ON 
RECONCILIATION. The seven-member committee 
will consist of the Vice President for 
Academic Affairs, the Vice President for 
Administrative and Fiscal Services, the Chair 
of the Faculty Senate, one faculty member 
elected bv the Faculty Senate from each of 
the three committees listed in STEP THREE, 
and the Faculty Regent who will serve as 
Chair. There should be a faculty member from 
each College represented on the committee. 
The committee will meet individually with 
each affected faculty member and will make 
every effo[t to reach some accommodation with 
the individual [ega[ding his/her rights and 
possible courses of alternative action. Such 
advice maj,• include, but not be limited to, 
p[oposing such alte[nativea as a [eassignment 
of wo[k duties, sabbatical leave for the 
purpose of retraining or re-adapting teaching 
skills towards a new position, and informed 
of any ea[ly retirement incentive programs 
available. The faculty member affected will 
be afforded the opportunity to present 
documentation or other evidence in support of 
his/her objection to the proposed elimination 
of· Position due to financial exigency and the 
resulting intention to te[minate the facult·1 
member's contract. I( the faculty member and 
the ad· hOc Committee on Recon·ciliation can 
reach a mutually agreeable solution, the 
faculty member and the Committee will submit 
a wrilten proposal of settlement to the 
Pr.esident .outlining the conditions of 
acceptance. 
If the matter cannot be [esolved successfully 
with the faculty member, the ad hoc Committee 
on Reconciliation will issue a written report 
to the President within five business days 
from the time of the final meeting with the 
affected faculty member. The report will 
outline the areas o( disagre':'ments. A copy 
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of the rep01 L ,.. i l1 
the Facul t~• 5<1n•llc: 
Disseating minurit:,, 
in the final repor~. 
1,e ~un! L" t11t• 1..::a1r :.,£ 
anl th,; r:.i.:::nlty keg.:mt .. 
repo• I:;, · '1,l 11 L-£• inc lude-j 
11 the lacult~· ;-11:'l•l,.,-r r••t!l~ that lie/she has 
not 1ec"i•1•i,l di1"' .-,o,.·~ss. he/sn-1 ha$ the 
riJht. t1•, fi!~ .:i.r- .ippcc·LJdatc 'Jlievance with 
the Facu I ~i EH·Jht:1 .;.11,:J nl'.•sp0n:; ihil it ies 
Committe(, \;hi•.1, will 11wegti•Jate t•1~ :natter 
\.lithin fcrn.r weeks an-1 ~ub'tlit J recumn·e,-.d:aLion 
to the P1esid~nt. A ,.-~11•· uf lti~ ~epo11. will 
he aent tu the Vt!;f:. !'re~i•t~:1t for Academic 
Affairs, Lhe t.::hai1 c,f :--,~ F,,.1•;1Jlty Senate, and 
the Faculty Regent. Di;a,enting minorit'..,• 
reports shdll be •n< 1urle•1 .!n the final 
tepor t. 
STEP _;:>::VEN. The P1es1Jt-11t ..;ill meQ':. 
personally ...,ith the fd::u!t·; ,n<•mb~: and will 
attempt t,-, ci?-::•Jnciie- tl,e ,Hoos 0f 
disagreement l'?qarrling tiv-·· 't!:m1nation •Jf th<: 
fa~ult
1
• member. 1·1 .. : ['1<.:•:;ld<:>nt, aft,~1 
r;~nsultath);, ·.,it.i· tne -.;-;,,., Pr~siJent :'-it 
Administrative and Fi.seal S~rv1ces, th~ Vi,.;e 
President [or AcademiC Affairs, the Faculty 
Regent, the Chair of the Faculty Rights and 
Responsibilities Committee, and a perso!) of 
the faculty member's choosing will then m,.ke 
a final recommendation regarding the pOsition 
of the faculty member which will be submitted 
to the Board of Regents for consideration and 
action. A written copy of the formal 
recommendation will be given to the faculty 
member within five business days of the final 
meeting. This ends the formal ·process of 
academic appeal but does not preclude the 
possibility of seeking redress_ through the 
l~gal system for perceived injury and harm. 
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This procedure wiLl be used when the 
President proposes th:it the Un1v':rsity 
eliminate al L faculty positions in a 
particular department, discipline, or program 
area (hereafter refetn'!d to only as Program} 
for a .case o( discontinuance of program which 
is based essentially . on educational 
considerations. It specifically outlines the 
rights ~nd academic due process that are 
accocded a faculty memb~r on a continuing 
contract an_d Joes nut attempt to deal with 
other· staff and Universitr personnel 
procerlures. lt is recommended that, in the 
gen~ral interest of Morehead State 
University, a procedure be develop~d for 
these employees and that a process be set up 
to reconcile the interests of the University 
as a whOle. 
NOTE: "Educational considerations" do not 
include cyclical .or temporarJ vaciations in 
enrollment. Thei must . reflect lon9-range 
judgments that the ~ducational mission of the 
institution as a whole will ne enha"nced by 
the jiscontinuance. 
Recognizing that the Presiaent has authority 
for program ·discontinuance, the Unive=sity 
wi.11 generally rely upon the Vice President 
of Academic A'ffairs to determine whether _t 
wo·uld be desirable and in the best Interests 
of the U11lversity as a whole, based 
essentially on educational c,mslderaticns, to 
dts·continue a Program a_nd to eliminate all of 
th~ tenured faculty positic,ns in that. 
Program. After consul tat lon with the 
appropriatl:! Ocan(s) and Department Chait (31, 
the Vice President will inform the Prl:!.·'ii1ent 
in writing of the situalion with supp,.>rting 
clociimentation. 
STEP ONE. 'I·he Pcesiderit 
written recommendation to the 
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which states that the President intends to 
propose to the Board of Regents that a 
particular Program be discontinued and that 
all tenured faculty positions in that Program 
be terminated due to the changing program 
needs of the University. The recommendation· 
will include, but not be limited to, the 
rationale for discontinuing the Program, the 
perce-ived effect that the elimination of the 
Program will have on the University as a 
whole, and the number of faculty positions 
that will be terminated. The President will 
alsc submit copies of the recommendation to 
the Dean of the College in which ·the Program 
is located, the specific Program Chair, and 
the Chair of the appropri·ate University 
curriculum committee. Graduate and 
undergraduate pro3rams in the same Program 
will be handled as separate recommendations. 
STEP TWO. The President will· convene a 
seven-member ad hoc Cammi ttee on Program 
Elimination· to report on the effects· that the 
elimination of the Program will hav~ on 
University curricula. The ad ,1oc Committee 
on Program Elimination will consist of the 
two ·college repcesentati ves on the 
appropriate graduate or undergraduate 
University curriculum committee ftom the 
College in which the Program is located; tw.J 
members from the Educational Standards 
Committee of the Fa~ulty Senate elected -b1 
the Faculty Senate; two faculty members from 
·the affe..:ted Pra,gram elected by faculty 
within. the Program; and the _Dean of the 
College in which th"! Program is located "-ilu 
will serve as Chait. The Program Chair(s) 
may serve as nonvoting, ex officio member(s) 
of the committee. The ad hoc ·committee on 
Program El~inination will have at least 120 
calendar days in which to prepare and submit 
its finished repor-t to the President with a 
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copy to the Faculty Senate Chair and Faculty 
Regent. The approptiate graduate or 
undergraduate University curriculum committee 
and the Faculty Senate shall also prepare 
separate reports a.nd rE.,cornmendations for the 
President. 
STEP THr:-:_~.:. If the ad hoc Committee on 
Program Elimination recommends· that 
elimination of the Progl'am and its fac:.ilty 
positions is in the best interest of the 
University based essentially upon educational 
con.:iderations, and if the appropriate 
Urtiversity curriculum committee and the 
Faculty Sena·te concUr in this recommendation, 
the President will ask the Vice President for 
Academic Affairs to convene an ad hoc 
Committee on Reconc-i liation as constituted 
in STEP FOUR. 
If the Faculty Senate and the appropriate 
University curriculum committee concur with 
an opinion from the ad hoc Committee on 
Program Elimination that Lhe discontin:Janc~ 
of the Program(s) and its faculty positions 
is not in the best interest of the 
University, and if the President feels th<1t 
the need for a prograrn(s) di:;continuance 
exists, the !?resident may proceed to devel•Jp 
a full report to the Board oi Regents 
regarding Program disacontinuance. The 
report will include, but not be l!mited to, 
information and r~ports from the Fac:Jlty 
senate., the appropriate University curriculum 
committee, and the ild hoc Corruni'ttee on 
Program Elimination; and a recommended 
procedure to be followed regarding the 
termination and due process t igilts of 
tenured faculty affected ,by the Prngram 
discontinuance. 
Page 18 of .!0 
Pllll!ONNEL POLICY MANUAL 
Subject: Termination of Faculty 





Section Nuaber: PAc - 26 
Approval Date: 5/22/87 
Revision Date: 
STEP FOUH. AD HOC COMMITTEE ON 
RECONCILIATION. H the President decides to 
convene the seven-member ad hoc Committee on 
Reconciliation, the seven-member committee 
will consist of the Vice President for 
Academic Affairs, the Vice President for 
Administrative and Fiscal Affairs, the Chair 
of the. Faculty Senate, and three members 
elected by the Faculty Senate, and will be 
chaired by the F.iculty Regent, There shall 
be a tacul ty member from each College 
repre~ented on the committee. 
The committee will meet i.ndividually with 
each affected faculty member and will make 
every effort to reach some accommodation with 
the individual regarding .their rights and 
their possible courses of alternative action. 
such advice would include, but not be limited 
to, proposing such alternatives as a 
reassignment of work duties, sabbatical leave 
for the purpose of retraining or re-adapting 
teaching skills towards a new position, and 
informed of any early. ·retire1Jent incentLve 
programs available. The faculty member 
affeC'ted will be afforded the opportunity to 
present documentation or other evidence in 
support of his/her objection to the proposed 
elimination ·of position due to financi..11 
exigency and the resulting intention to 
terminate the faculty member's contract. If 
the faculty member and the committee can 
reach a mutually agreeable solution, the 
faculty, member and the committee will submit 
a written proposal of settlemerit to the 
President outlining the conditions of 
acceptance. 
STEP FIVE. If the matter cannot be resolved 
successfully with the faculty member, the ad 
. hoc Committee on Reconciliation will issue a 
writteTI report to the President within five 
busine&s. days· from the tiipe · of the final 
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meeting with the affected faculty member. 
The report will outline the areas• of 
disagreements. Dissenting minority repOrts 
shall be included in the final report. 
If the faculty member feels that he/she 'has 
not received due process, he/she has the 
right to file an appropriate grievance with 
the Faculty Rights and Responsibilities 
Committee which will investigate the matter 
within four weeks and submit a recoJllillendation 
to thP. President. A copy of the report will 
be ~ent to the Vice President for Academic 
Al:fairs, the Chair of the Faculty Senate, and 
the Faculty Regent. Dissenting minority 
c epor ts sha 11 be included in the final 
ceport. 
STEP SIX. The President will meet pecsonally 
with the faculty membec and will attempt to 
reconcile the· areas of disagreement regarding 
the termination of the faculty member. The 
President, after consultation with the Vice 
President for Administrative and Fiscal 
Services, the Vice President· for Academic 
Affairs, the Faculty Regent, the Chair of the 
Faculty Rights and Responsibilities 
Committee, and a person of the faculty 
member's choosing wi~l th~n make a fin:11 
recommendation regarding the position of the 
faculty inember which will be submitted to the 
Board of Regents for consideration and 
action. A written copy of the ·formal 
recommendation will be given to ttie faculty 
member within five business days of the final 
meeting. This ends the formal process of 
academic appeal but does not ·preclude the 
possibility of _seeking redress through the 
legal system foe perceived injury and harm. 
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the er i ter ia, pt:ocedures, and 
of t.he review of University 
personnel for the awarding of 
I. GENERAL PRINClPLES 
Fac:J l ty members have an imper tant 
responsibilitJ tn providi~1 evaluations of 
peers in the tenure process. This 
responsibility invo!qes the applic~tlon of 
academir: and professional judgment!; in a 
framew~rk of shared authori~y ~rnong various 
levels c,f review and beh1een f,:1c'J] ty dr,U 
academic administrators. 
The tenure procedures consist of seve:.ll 
levels of J<Jdgment and review: th~ 
department, the college, .:1nd the University. 
The initial :eviews will tdk.e place at the 
leve:.. of t.ne a~;:ian:.mrc-n;:. and college and will 
focus on professioral and scholarly jud9.men!:s 
of the quality of the individual's acade211c 
work. Subsequent levels of IJr.iversity review 
will bring broc:det facuU:y and admini,:;tratbre 
judgment to ~ear and will also monitor 
general standards of quality, e~uity, and 
adequacy of the procedures usE'!d. At each 
level, the review- proces5 wi 11 reflect the 
competence and per spec~ i ve of the reviewing 
body. 
An important part of the whole tenure process 
for faculty members is that all oarties to 
the process share corru::ion expectations and 
:.mderstandings. Since general statements of 
principles will be broad and inclusive, each 
academic unit may develop its own specific 
expectations and standards in addition to the 
broad, University-wide standards as the 
operational basis for tenure recommendations. 
Statements concerning these additional 
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e,:pectations and standards will be available 
and on file in the Office of the Vice 
President for Academic Affairs, and \'ill be 
given to each faculty member. 
The review process for ':.enure and pro111otion 
is concP.:rned with the acade1nic and 
professional merits of particular Cdndidates, 
judge-c' in refJ?r':'•tce to all .>!ter_nat1-.·e 
,;:.:11,·1•ci<Jtes, i'ncl 1J~ng prosp~(:ti·-·':! facuilJ 
raemoers. Tenllre standards, therefore, cannot 
be fixed dnd a~solute but will reflect to 
some extent the varying competitive positions 
of the University in attracting faculty. 
Accordingly, evaluations will be influenced 
by such considerations of relative standing. 
Likewise, progressively more e~acting 
scrutiny ._.ill take j'.>~ace as the fa:::ulty 
member advances in acaC~:n1c rank, 
Al'..\1ough the tenure ;>rocess is :1eared, 
i'l<i..t:;;y,.il:,- and propt>rl:i·, to evaluating 
ind iv idua 1 per for ma nee, the changing needs 
and priorities of the institution may also 
affect the decision to grant tenure. Both 
equity and the long-r~nge interests of t~e 
institution, however, re<;uire directing 
primary attention to University needs and 
priorities at the time of appointment and 
careful intermediate and longer range 
academic personnel planning. 
Tenure is a system by which competent, 
productive faculty me,nbers w-ho meet certain 
stated criteria are informed that they have 
successfully completed their probationary 
period and are recognized as continuing 
members of the faculty free to pursue their 
academic interests and responsibilities with 
the confident knowledge that termination of 
their appointment can be only for cause (see 
Section III). 
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II. CRITE~IA FOR TENURE 
' Tenure shail be based on the 
future advance11ent in each of 




the areas as 
during the 
The 11:ini■al requirements listed below are not 
the sole determinants in the process: 
1. Teaching excellence--as recognized by 
colleagues, department chairs, and 
deans and as assessed by students. 
Other. evidence may include, but not 
be limited to, the following~ 
student contact activities 
(advisement, . •supervision of 
internships and theses); develop!llent 
of new courses, programs, or 
innovative instructional techniques; 
teachi.ng awards and honors. 
2. Professional achievement--as related 
to the teaching area may include, but 
not be limited to, the following: 
research, scholarly or creative 
achievements; attendance at 
professional meetings and leadership 
roles in professional organizations; 
participation in seminars and 
vorkshops; additional graduate study 
in the teaching field; work 
experience; and consulting. 
3. Service to the institution and the 
coamunlty--may include, but not be 
li■ited to, the following: active 
participation on University, college, 
department, and Paculty Senate ad hoc 
and standing co-ittees1 service as 
an official representative of the 
University; sponsorship of approved 
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co-c•Jrr iculac activities: 
coordination of and participation in 
University workshops, conferences, 
clinics, inservice and special 
events; development of proposals: 
development of relationships with 
professional groups in business. 
industry, trade, education, and 
90vernrnent; non-University service 
rendered as a citizen, not as a 
representative of Morehead State 
University. 
STATEMENTS R£GARDING TENURE 
?':'o\· .. .::1ona fc1: 'icluin; a,.;,:;Ue;;-,1c tent.::-,,, a;.?lY 
to all facult:,· :ner.i:bers of Horehedd State 
.Jn.:.versit:,· holding !:.ill-time, re;ul,tr 
Standing Appointments to the rank. of 
P:::ofessor, A::;sociate Professor, and ,\ss1stant 
Professor. Acade.-nic tenure is granted only 
1n an academic program ared. 
The probationarz appoi~tment period i~ the 
University is five years of continuous 
employment, beginni~g with the first full-
time regular standing appointment to an}' 
rank. However, up to three years oi 
equivalent professional service at other 
accredited institutions of higher education 
or an earlier appointment at Morehead State 
University may be applied toward this five-
year probationary period upon appointment. 
Criteria for awarding equivalent professional 
service will be established by the Vice 
President for Academic Affairs. 
A faculty member will not be retained beyond 
a total of six years of full-time employ■ent 
in regular standing appoint=ents without 
attaining tenure. To be tenured, a faculty 
member must make applic~tion for tenure 
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through the appropriate tenure review 
structure, .be recommended for tenure by the 
President of the University, and be approved 
by the Board of Regents for tenure. 
This requirement will apply to eligible 
faculty members hired by the University vbo 
did not hold full-time regular Standing 
AppointMents for the 1986-1987 academic year. 
~ faculty member who 
rank must be reviewed 
tenllre no later than 
probationary status. 
holds tenure-eligible 
for the awarding of 
the fifth year of 
The tenure provisions defined herein do not 
apply to the fOllowing academic appointments: 
~- Appointments desig~ated as Standing II, 
Fized-Term I, Fized-Term II, or Visiting. 
2. Appointments without remuneration. 
3. Academic appointments to 
Professor, Associate 
Assistant Professor. 
ranks other than 
Professor, or 
NOTE: Fixed-Term Appointments are 
discontinued automatically at the stated 
ending date or for cause during the term of 
the appointnent but may be renewed. 
Standing II Appointments and Standing I 
Appointaents in nontenure-eligible ranks are 
terminable under the conditions of 





held full-time regul3r Standing 
for the 1986-1987 academic year 
to the following transition 
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The probationary period for these faculty 
shall be no less than five years in e 
tenurable rank or five years beginning vith 
the 1987-1988 acaderaic year, whichever comes 
first. 
Unt.enured faculty who by the fifth year of 
probationary status have been e■ployed as 
faculty by the University for seven or more 
con.s:ecutive years shall not be tequired, but 
may elect, to undergo tenure reviev. (See 
PAc - 26, page 2, statement 4.) Faculty so 
exempted who do not request review for tenure 
within five years of attaining tenure-
eligible rank forfeit the right to request 
tenure review in any subsequent year. 
Those exempted faculty electing to apply for 
academic tenure forfeit their ezempted status 
and shall undergo the same process with the 
sarae benefits/consequences as othe: facul.ty 
~ho apply for tenure. 
Each nev faculty member is given a Contract 
for Academic Service on which the starting 
amount of probationary credit is stipulated. 
A faculty member granted credit for 
probationary years upon appointment or 
promotion to a tenure eligible rank may 
request part or all of that time to be 
rescinded if he/she needs more time to 
develop credentials for tenure. Bowever, 
such request may not be made after the tenure 
review process has started in the fifth 
probationary year. 
A document signed by the Dean and the faculty 
member confirming the change in years of 
probationary ·status shall be executed. 
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. In order to facilitate the administration of 
tenure review procedures, there shall be a 
comaon tenure anniversary date of July 1. 
This tenure anniversary date does not 
necessarily coiricide with the faculty 
member's date of initial appointment. A year 
of credit toward tenure is earned in any year 
in which the tenure-eligible faculty taeabe,: 
has full-time active employment status of nl-
less than half of the July l through June JO 
year (one semester if he/she normally is 
appointed for two semesters). 
Since the purpose of the probationary period 
is to provide opportunity for observing the 
faculty member, time spent on leave of 
absence will not be counted as active 
e11ployment, except for leave of absence for 
education purposes (see PG - 9), 
I. Standards for 
reappointment 





1. Not later than March 1 of t!le 
first academic year of service. 
2. Not later than December 15 of 
the second academic year of 
service. 
3. After two or more years of 
service in the University, 
twelve months. 
B. The President notifies the fac~lty 
member to be nonreappointed after 
consultation with the appropriate 
Academic AdMinistrators. 
All full-time and part-tiroe faculty 
members of Morehead State University 
whose appointments are not being renewed 
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r 
Pl!-El l'OLICY IIIAMJAL II 





Approval Date: B/6/BB 
Re-vision Date: 
have the right to a 11ritten statement of 
reasons for nonreneval upon request to 
the President. A faculty member must 
request the written statement of 
reason(~) within thirty (30) calendar 
days of notice of nonreappointment, 
Such reasons for nonreappoint.aent will 
be given by the President within thirty 
(JO) calendar days following the 
request. All faculty ■embers have the 
right to appeal to the Faculty Rights 
and Responsibilities Committee. 
Annual performance reviews are made of all 
faculty members, 
The tenure portfolio must contain 
curriculum vita and supporting documents. 
The candidate's portfolio must 
qualifications, and it must be 






The following are guidelines for constructing 
the curriculum vita. All categories will not 
apply to each candidate. Whenever 
appropriate specific titles, dates, pages, 
and publishers should be included. A 
reasonable sample of i te:ns under numbers III 
and IV should be presented. 
I. Personal Data 
A, Name 
e. Present rank, administrative title 
(if applicable), and department 
c. Oates of initial rank assignment 
and promotions at Morehead State 
University 
o. Field or fields of specialization 
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E. Education completed: degi:eea, 
certifications, and/or 'licenses 
F. 
















G. Memberships in academic honor 
organizations 
II. Teaching--Note whenever reassigned time 
liaS given. 
A. Teaching load each semester 
l. Numbers and titles of courses 
taught 
2. Credit hours/workload 
B. Student contact activities 
L Number of advisees: graduate, 
undergraduate 
2. Supervisor of internships 
J. Direction of theses and service 
on theses committees 
4. Direction of independent 
studies 
s. Service on oral examination 
committees 
6. Other 
c. New courses and programs devt=loped 
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D. Innovative instructional techniques 
developed 
E. Teaching awards and honors 
F. Other evidence of effective 
teaching 
III. Professional Achievement 
A, Scholarship 
1. List of published articles 
2, List of published books 
3, List of published reviews 
4. List of papers read at 
conferences 
5. Editorship of or service on 
editorial boards of 
professional journals 
6. Scholarly grants 
7. Sabbaticals 
8. Pure research completed 
10. Fellowships awarded 
11. Awards for scholarship 
B. Creative Productions--List of: 
l. Erhibits 
2, Musical compositions published 
J. Poems, plays, stories, novels 
published 
4. Artistic performances 
S. Speaking engagements 
6. Inventions 
7. Avards for creative 
productions 
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c. Academic organizations 
l. HembeC"ships 
2. Leadership roles 
8/6/88 
J. Attendance at conferences 
t. Avards for service 
D. Continuing education 
1. Seminars attended and forlil 
participation 





b. Degree being pursued 
an t.i c ipated date 
completion 
c. Credit hours completed 














A. List of University, college, 
department, and Faculty Senate ad 
hoc and standing committees with 
level indicated in each case 
B. Sponsorship or 
University-approved 
activities 
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C. service as official representative 




o. Coordination of and participation 
in Hore head State University 
workshops, conferences, clinics, 
inservice, and special events 
1. Tlt le 
2. Form of participation 
3. Date 
E. Development of proposals to benefit 
the University 
1. Title of proposal 
2, Date submitted 
3. Accepted o:- rejecteC 
F. Development of relations with 
professional groups (business, 
industry, trade, ed~cation, and 
government) 
G, Honors and awards for sec~ice 
ff. Other University service 
I. Non-University service 
The supporting documents should be arranged 
in the following categories: 
l. Documents which support pecsona.l data 
( for example) : 
--copies of official transcripts 
--copies of official letters of promotion 
at other institutions 
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of teaching (for 
results of teacher 
descriptions of 
instructional 
teaching awards and 
J. Documents which support evidence of 
professional growth (for example) 
--copies of published articles, 
books, reviews 
--copies of papers read at 
conferences 
--copies of conference programs 
--copies, slides, tapes of, or 
patents for creative productions 
--evidence of roles in academic 
organizations 
--evidence of continuing education 
including transcri?ts of graduate 
work 
--programs identifying speaking 
engagements 
4. Documents which support service (for 
example) 
--copies of proposals to benefit the 
University 
--copies of honors or awards for 
service 
Department, College, and University 
Committees will be formed and operate 
the following structure and procedures: 
Page 13 of 23 
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No candidate for tenure, candidate's 
spouse. department chairs, or deans 
will serve on tenure committees. 
No faculty member will serve on more 
than one tenure co-ittee. 
meabership 
who have 
Preference for co11.11.ittee 
shall be given to those 
undergone the tenure process. 
The chairperson 






5. In academic areas where schools are 
the administrative unit above the 
departaent level, the peer review 
will be by the department, college, 
and University tenure committees. 
6. The University Te~i.:=e Corimiittee shall 
consist of nine (3) faculty ae■bers 
elected by the :'acuity Senate fro■ 
the tenured, full-time faculty and 
must include three representatives 
from each college and shall include 
both males and females. No two 
representatives should be fCo■ the 
same department/school. Coamittee 
members shall be full professors. In 
the event that full professors are 
unavailable, associate professors may 
serve; if no associate professors are 
available, assistant professors may 
serve. Teem of service shall be 
three years, with one member from 
each college being replaced each 
year. A member may not hold 
successive terms. 
7. The College 
consist of 
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each department of the 
These iuembe cs should be 
full-time faculty members. 
department vill elect, by 
ballot, a representative to 








a. The Depart~ent Tenure Co1U1ittee 
should consist of the department as 
a whole (if not ezcluded by 
conditions and 2 above), Each 
department may choose to elect a 
Department Tenure CoDlmittee. All 
faculty who are not excluded by 
conditions 1 and 2 above are 
eligible for committee membership 
and are elected by secret ballot. 
9. The quorum necessary for voting will 
be two-thirds vf the total 
membership of 3 co:11r,,i::tee. 
10. All voting on candidates will be by 
secret ballot. Recommendation for 
tenure requires ar, affirmative vote 
by a 11ajority of the com:iittee 
membershio voting. There shall be 
no abst
0
entions in the voting 
process. In all committee 
recommendations the number of •yes• 
votes and the number of •no• votes 
must be recorded. 
lL In all cases, tenure committees must 
state in writing on the appropriate 
form the rationales for the majority 
recommendation and a numerical 
rating of qualification for tenure. 
Those in the minority roust also 
state their rationale in writing. 
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12. Tenure committees' deliberations 
must be treated confidentially and 
must not be discussed outside of 
tenure commi.ttee meetings. 
IV. TENOR£ PBOCBSS 
All prospective candidates for tenure reviev 
may elect to attend an orientation work;shop 
:;;ponsored ar:d presented by the Vice President 
for Academic Affairs and the previous year's 
chair of the University Tenure Coamittee that 
shall be held no later than April 15 of each 
year. Each candidate for tenure will receive 
peer review at the department, college, and 
University levels. In addition to peer 
review, each candidate ~ill be reviewed by 
his/hee Department Chair, P.ssociate Dean (if 
applicable) , College Dean, and the Vice 
Peesident foe Academic Affairs. The 
President maltes the final recolll'l!endation to 
the Board of Regents. 
Bi SEPTEHDC:R 15: The candidate applying foe 
tenure revieW" has the responsibility for 
submitting the requieed tenure poC'tfolio, 
which includes the CUC'ticulum vita and 
supporting documents, to his/her college 
dean. The dean will place the portfolio in a 
secure area for review by the appropriate 
Department Tenure Committee, College Tenure 
Committee, Department Chair, Associate Dean 
(if applicable), and College Dean. 
The review process wi 11 proceed as described 
below: 
l. BY OCTOBER l: Department Tenure 
Committee, Department Chair, College 
Tenure Committee, Associate Dean (if 
applicable), and College Dean 
independently review the portfolios 
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and make a determination regarding a 
positive or negative recomaendation. 
The reco111J1endation, supporting 
rationale, and numerical rating of 
qualification for tenure are 
documented on the appropriate fore 
(see attached For~s A and BJ Uta 
sub■ i tted to the College 
representatives of the University 
Tenure Committee. 
2. BY OCTOBER 5: As soon as these 
reviews are co~pleted, the College 
Dean sends the portfolios to the Vice 
President for Academic Affairs, who 
places the portfolios in a secure 
area for review by the University 
Tenure Committee. 
J. BY OCTOBER 5; The two college 
representatives of the University 
Tenure Commit t~e in for ■ the 
candidates ~f the appropriae 
Department Tenure Couiittee's, 
Department Chair's, College Tenure 
Co111mittee's, Associate Dean's (if 
applicable), and College Dean's 
recommendations through presentation 
of the sum.mar/ form (see attached 
Form C). 
4. BY OCTOBER 10: If all 
recommendations are for tenure, the 
portfolio will automatically be 
reviewed by the University Tenure 
Committee. If any reco1111endation is 
against tenure, the candidate say 
withdraw the portfolio, request that 
it be sent on without responding, or 
request that it be sent on with a 
letter of response to any 
recommendation against tenure. If 
the candidate chooses to submit a 
letter of response, it must be 
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submitted to the appcopciate 
representative of the Un1versity 
Tenure Committee. To withdcaw the 
portfolio. a candidate cmst submit a 
written request to the college 
representative of the University 
Tenure Co■mittee, who will then 
return the ?Ottfolio to the 
candidate. 
5. BY NOVEMBER 1: The University Tenure 
Committee reviews the candidate's 
portfolio; the recommendations by the 
Departme·nt Tenure Co111111ittee, the 
Department Chair, the College Tenure 
Committee, Associate Dean (if 
applicable), and College Dean; and 
any ::.etter of response; and makes a 
determination =egarding a positive or 
negative re-:om.mendation. The 
recommendation, SUt'~orting rationale, 
and ~ume~i~3l :ating of qualification 
for tenure ~s documented on the 
appropriate form (see attached 
Form D). 
6. BY NOVEMBER 20; The t;,o University 
Tenure Comrtittee representatives from 
each college will inform their 
college's candidates for tenure of 
the Universi!:J· Tenure Comniittee's 
recommendation. If the 
recommendation is for tenure, the 
portfolio will automatically be made 
available for review by · the Vice 
President for Academic Affairs, the 
President, and the Board of Regents. 
If the university Tenure Committee's 
recommendation is against tenur~, a 
college representative will inform 
the candidate; and the candidate may 
withdraw the portfolio, request that 
it be sent on without responding, or 
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request that it be sent on with a 
letter of response. If the candidate 
chooses to submit a letter of 
response, it must be submitted to the 
Vice President for Academic Affairs. 
To withdraw the portfolio, a 
candidate must submit a written 
request to the college representative 
of the University Tenure Committee. 
who will then return the portfolio to 
the candidate. 
7. The Vice President for Ac3de■ic 
Affairs reviews the portfolio, the 
recommendations, and the letters of 
response. The Vice President makes o 
recommendation on each portfolio to 
the President, who in turn recommends 
to the Board of Regents, who will 
make the final decision. 
8. BY l KEEK AFTER aOARD'S DECISION: 
Within one week of the Board of 
Regen ts' dee is ion, the President 
informs each candidate in writing of 
the decision. The tenure portfolio 
will be available for return. 
9. BY 2 WEEKS AFTER aoARD'S DECISION: 
Each candidate '-;ho does not receive 
tenure will be invited to meet with 
the Vice President for Academic 
Affairs for further explanation. The 
candidate has the option to decline 
this invitation. 
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RATING OF QUALIFICATION FOR TENURE: 
l( 60i C 
X 201 =-
X 201 = 
•tote (s) FOR 
Please provide 
recornmenda t ion. 
Vote.{sJ A~A1N51' 
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Department Chair's or Associate Dean's name 
OR List of Committee Members and Chairperson 
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Candidate's name: 
. Department: College: 
:ecotnn1P.ndation (circle one) 
' 
TENURE DO NOT TENURE 
1Jsing a scale of 1 to 10 with 10 being the highest possible 
;core, assiqn a numerical value to each of the following areas 
1nd multiply by the assigned factor. The sum of the t.hree areas 




RATING OF QUALIFICATION FOR TENURE: 




Vote(s) FOR ____ _ Vote {s, AGA!HST 
Please provide 
---.;co11UT1enda tion. 
specific rationale which supports 
Use the reverse side if needed. 
~allege Dean's name 
List of Committee Members and Chairperson 
the final 
FORM....£: SOJIHARY OF RE~!:'~'IT10NS 
•.:and i date's name: Highest degree held---. 
~epartr.ient: Colil'!ge: 
•:irne at Mqrehead Time since last advancement 
Department Committee Recommendation FOR AGAINST 
Rating of Oualification for Tenure 
Summary Rationale: 
~~partrnent Chair's R~cor.imendation FOR 
Rating of Qualif.1.cation fol' Tenure 
Summary Rationale: 
(-_ ... ,) Collegt Commit tee Reco-::::.endation FOR 
Rating of Qualification for Tenure 
Sutnmar:,· Rationale: 
Associate Dear.'s Recommendat1on (if dpplicable} FOR 
Rating of Qualification for Tenu_re 
Su~~ary Ratlonale: 




PORN D: UNIVERSI'l Y TB'llmtE COH.UTTKB RBCOMUHIDATIOM 
Candidate's name: 
Department: College: 
Recommendation (circle1one) TENURE DO_NOT TENtlRE 
'Jsing a scale of to 10 lll'ith 10 being the highest possible 
s.:ore, assign a numerical value to each of the following areas 
and multiply by the assigned factor. Th<!. eum of the three areas 




RATING OF QUALIFICATION FOR TENURE: 
X 601 a 
X 201 • 
X 201 = 
Vote(s) FOR ____ _ Vote(s) AGAINST 
-ii.ease provide 
~!commendation. 
spec i fie rationale which supports 
Use the reverse side if needed. 
List of Committee Members and Chairperson 
Page ll of 23 
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To define r egular and nonregular faculty and 
staff members. 
A regular faculty or staff meaiber i s a pe r son 
who ls appointed to a f ull-time position that 
wil l e x ist for JnOre than six consecutive 
calendar months wl th the expectation of 
continuance. 
A nonregular faculty or start member is a 
person who wor ks less than full-ti■e or who 
works full-time but Is not appointed to a 
position that will last 111ore than slx 
~onsecu t 1ve months. 
A cont1nu1ng part- time f ac ulty or s taff 
member is a person who ls appointed to a 
position that i s at least half time but less 
than full time, that will last for a t least 
nine month s , and that has an expectancy of 
continuation. Such positio ns are considered 
nonregular in t hat they are not eligible f o r 
University insura nce benefits. Rowever, they 
are elig ible f o r some speci fic paid time-ofC 
conditions as des i gnated In policies. 
NOTE: Any con tinu i ng part-tiroe faculty o r 
staff merober participating 1n tne 
Univer s ity's Insurance benefits at the time 
this policy becomes effective shall be 
per111itted to con tinue such coverages. 
1. Eac h regular fac ulty o r staff roember is 
sub j ec t t o the provisions of: 
a. University personnel policie s that 
apply t o regular employees In his or 
her classification category. 
b. Applicable insurance benefits offered 
by the University. 
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c. Regulations regarding 
in a retirement plan. 
parttcipation 
Applicable federal and state 




e. University regulations regarding 
employment at retirement.age. 
2. Each nonregiJlar faculty or staff member 
is subject to the provisions of: 
3. 
a. University regulations regarding 
employment and retirement age. 
b. Applicable federal and state laws 





continuing part-time· faclllty or 
member is subject to the provision_s 
a. University regulations regarding 
employment and retirement age. 
Applicable federal and state 




c. Applicable regulations regarding the 
retirement plans. 
d. Those parts of the University 
personnel policies specifically 
designated for continuing part-time 
personnel such as prorated vacation 
and sick leave. 
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BXCBSSIVB BOORS 
WORIBD Bl' A 
IIOIIREGIILAll 
BnPLOYBB: 
If an individual employed on a nonregular 
basis works a schedule that meets regulai: 
employment conditions, the supervisor 
shall: (a) reduce the individual's work 
schedule to a nonregular load, or (b) 
request that the position be established 
\as a regular position, or (c) ter!)1inate 
th~ employment of the incumbent. If a 
· position is established, that position 
shall be filled in accordance with normal 
search and/or promotion procedures. The 
nonregular employee shall not be given 
prefe~ence ~or the position. 
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. To define the general payrol_l Classification 
categories - used fo; faculty a_nd staff 
members. 
Each regular faculty and staff 
University is classified in 
following categories. 
member of the 
one of the 
1. Academic--Those individuals Whose 
primary respoTisibility is teaching 
and who are ~ualified for the titles 
of Professor, Associate Professor, 
Assistant Professor, or Instructor. 
Designation in this category is the 
responsibility of the Vice President 
for Academic Affairs. 
2. Administrative--Those iOdividuals 
whose primary responsibility is the 
administration of the institution or 
an academic· or institutionwide 
nonaCademic unit or function of IDajor 
scope. It includes the President; 
those with the title of Vice 
President, Dean, and Department 
Chair; and others· designated by the 
President including, but not· limited 
to, Oicectors and assistants to the 
Pr.esident. 
3. Staff Exempt--Those individuals whoSe 
primary responsibilities are the 
performance of professional, 
administrative, and supervisory wo~k 
as defined by the Fair Labor 
Stclndards Act. ·oeeignation in this 
category is the responsibility of the 
Director of Personnel Services. 
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4. Staff NoneXempt--Those indivi.duals who 
perform technical, paraprofessional, 
secretarial, clerical, service, main-
tenance, and/or skilled trades work 
and who are de~ignated as nonexempt 
under the Fair Labor Standards Act. 
Designation in this· category is the 
::esponsibility of the Director of 
P~rsonnel Servi~es. 
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Approval Date: 7/1/85 
3/26/87 Revision Date: 
The purpose of this policy .is ta list and 
define the types of appointments which may be 
made to faculty or staff members of the 
University, 
Standing I Appointment designates those' 
appointments which are full-time and for 
which no ending date is specified. Such 
appointments are terminable in accordance 
with the appropriate University policy. 
Standing Appointments are regular (see 
PG - 4) and must be backed by. permanent 
budgeted ·funds. The position for each 
Standing Appointment appears as a line item 
of a departmental budget salary schedule and 
is assigned a b"udget position number on the 
p·ayroll record. Standing Appointments may be 
used for all four payroll classification 
categories ("see PG - 2). 
.3tanding appointments may 
seven, eight, nine, ten, 
rnonths ~er fiscal year._ 
be specified for 
eleven, or twelve 
Standing I1 Appointment designates those 
appointments which qualify as continuing 
part-time (see PG - 1). Such appointments 
are . terminable . in accordance with the 
appropr"i.ate policy. 
·Fixed-"rerm I Appointment designates those 
appointments which are full-ti:ne for a fixed 
period of time of at least six calendar 
months. · Such appointments are regular. The 
position does not have to be backed by 
permanent funds. 
Fixed-Term I appointments may be used for all 
payroll classification Categories including 
Instructors and any other individual in the 
. academic payroll classification category not 
covered by the tenure regulations. 
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Fixed-Term I appointments may be used when an 
individual is designated to serVe in an 
Acting or Interim capacity. ~n such cases, 
the individual will: 
L Be. ·granted a Leave of Absence with 
thP. mutual consent of both the losing 
and gaining administrative units, o~ 
2. If mutual agreement 
obtained, relinquish any 








Fixed-Term I Appointments may be· made for up 
to four years. Such appointments are 
discontinued automatically . at the stated 
·ending date or for cause during the· term of 
the appointment at the discretion of the 
PresidenL Thes~ appointments may be 
renewed. 
Fixed-'£erm 11 Appoint.ment· designates those 
academic appointments which are full'-time for 
less than six calendar months or for less 
than full-time. for up to one year. Such 
appointments are• nonregular- and are for a 
fixed period Of time. Such appointments a-:e 
discontinued a.utcimatically at the stated 
ending date or• for cause during the term of 
the appointment. These appointments m;;iy not 
be renewed. 
1. If full-time 
months, until a 





2. If leSs than full-time for a period 
of up to one ,year, until a period of 
twelve months has elapsed. 
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Visiting- . Appoint,ment designates an 
appointment in which •visiting• is pa-tt of 
the title. . Such an appointment is 
nonregular, whether full-time or par~-tlme. 
Visiting Appointments apply to · academic 
pesonnel only. Such appointments are 
normally limited up to one year. The 
position does not have to be backed by 
budgeted. funds. 
Supplementary Appointments • designate those 
appointments which are ¥supplementary to 
Standing Appointments and have· the effect of 
t>.COVidin9 additional contractual . obligation 
beyond the terms of the Standing Appointment. 
Foi example, a Supplementary Appointment is 
used if an individual whose standing 
contr_actual obligation is for nine months but 
is employed temporarily for one to three 
additional mo·nths, 
Supplementary Appointments are also used to· 
designate those appointments which are 
supplementary to Standing or Fixed-Term I 
Appointments to compensate for approved 
additional services provided during the same 
weeks of service· of those appointments. For 
example, a Supplementary Appointment is used 
if an eligible employee whose starding 
contractual obligation is. for twelve muntbs 
and is emplo,Yed . to teach a course f6r 
additional compensation. 
APPOINTKENT WITHOUT-Appointment without remuneration designate$ 
Rf.KUNERATION: an appointment of an individual who does not 
receive remuneration for the academic 
position held in the Univ_ecsity. Such 
indiviclual;; include those designated as 
Clinical Faculty Appointments outlined in 
PAc - 1 or those visiting·faculty who are not 
being paid by the University. The position 
does not appear as a line item on the 
departmental budget salary schedule and ·1s 
not ·assigned a bu.dget position number on the 
pay:-oll ~ecord. 
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.All other employees of the University who are 
not specifically appointed to budgeted 
positions are considered wage payroll 
employees. As such, they· are nonregular and 
may be. terminated upon notice. A Personnel 
Action Request is submitted on which the time 
frame fc= the appointment and the rate of pay 
are designated. Actual hours worked are 
submitted on biweekly time sheets. 
Wage Payroll appoi~tments are used for: 
.1-. 
2. 
TeJ!1porary ·- positions which are 
positions for a period of tlme not to 
exceed six (6) months in any event 
a"nd are not renewable J or 
Part-time positions which are 
positio'ns · that may be permanent in 
dur•ation, but which require less than 
an annual or fiscal year average of 
one hundred (100) holli:'s of work per 
month. 
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TYPE OF TYPE OF TYPB 01' 
M'POIH"l'MENT DEli'ltUTION COVEIIJ.GE STATUS BBlfBJ'lTS ACTIONS COtrrRACT 
Standing I No Ending Faculty Regular ruUy Appolntit11nt "!!,! r,::~i:r.-Appolnt■ent Date Ad ■lnJ.slra-. COv■red 
Full-Tl"a tlv• tratl••• 
Permant"nt E■■■pt and s.un4lng l -
Budget Hon-Ei:enpt -· Inlti&l Funds Staff r.aploy-nt ror auapt · 
and Non-
heaptl Lot-
tu of oner 
upon Irdtl ■ l 
Ttl~!:I:~~ 
PAJ: 1 ■ or .. 
Letter■ of 
Continu■4 
·- l ·- t 
Standing II No ~nding Facu.i.ty ""n- Mlly Be Afpo.i.nt■Ult -~--tl'i u. 
Appointment oau1 Ea■apt •n• Regular Partial for ltacb 
Part-ti.lie Non-Eu:mf- COvHllg■ Pedo4 of 
Per1Danent Staff by ••• Eaploya,■nt 
Budget 
Funds 
Fued-Term l End mg FaCUJ.ty Regulu F1uly Afpo1nt■ent r••--Ter■ I 
A?point11eht Date Ho<e Ad11iniatra- Cowered ,., Each 





After -Spec iHed 
Time 
Fued- Specify Facu.i.ty Non- ""' Appo1nt11en.t n.a■o-a■ra II Teui II Ending Regular, Covered Spec1al or Vi■ ltlng 
Appoi.ntllu!'nt Date Pr~jec.t .. , Bach 
Soft Period of 
Honl"y . f!Qploy■ent 
Full-Tlllle 









VlSltlng Vu1t1m; Facu1t;· ""n• , .. Appo1nt■en~ FlieO-Ter■ II 
Appointment · Part ol Reguh,r COY■ r ■d or VJ ■ ltln; 
Title ,., Each 














APPOililTMENT DRf'INITIO!I COVBUGS STA'nlB Hliff'ITIS AC'W~ 
Supple- Mu■t Be uculty a.giiler ru •• y sueaer 1 uupp1•--t•J. 
1111ntary Standlng l Ad■inhtn- C:09eUd and II · tor Baeb 
Appoint.aoent ., n the Appoint- btended 
Appoint- BJlempt and .. DU Period ol 
■ent■ Hon-hempt 9 Nontb Ellployant 
1i'109idlng Stall AppOlnt- or for A44ed 
an Mdi- Mot Dutl■e 
'l'YPI OP nu or 
tion■l Batended to 
Contract 10, 11, 
Obllg■ tfon or ll Niontb 
in Supple- ~int-
111ent to Nnt1 or 
Origin.al Ad■lnl11tr■-
Agree■ent tor ■ Taach-
(Add ■ Cal- Ing •tgbt 
endar Cla■■•■ 
< 
'l'i■e) 1 or •on th• 
Hust Se Road• 















wage Payroll Specify Et.empt and ••m- "°' 'l'e ■porary oono Ending Non-Eaempt Regular Covered A■■ lgnNnt . 
Date Stalf !See st,■ oi ■ l 
,S~~ey• 
PG 1, Project ,. ••• 
Full-Tim■ 
., 
up to 6 
Months or 
Part-Th:ie 






•soft 111oney l.s defined as non-recurring fund ■ froa Univer ■ity or e.-t■ rnal ■ource■• 
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To define the uses of contracts. 
7/1/85 
3/26/87 
. Th~ University uses contract fornis for 
appointments · in the academic and 
administrative classification categories. 
Contracts are not used for other 
appointments. Letters of offer (or other 
means) ~re used for appointments for other 
categories of_empioyees. 
A contract is provided upon first e11ployment 
in a Standing I Appointment in either the 
aca1emic and/or administrative category. 
With the exception of Fixed-Term Appointments 
·c2nd St"andin.g I· appointments for 
admini.stra·tive personnel as defined by 
PG - ·2, gnly one contract fc;,rm is execut~d 
for an individual. 
·subsequent changes in conditions of 
employment for individuals such as a 
promotion in rank, the granting of tenure, an 
increase in salary, and so forth are 
accomplished by letter. A schedule of dates 
for issuing letter_s of con·tinuing employment 
shall be published by December ],, 
Contracts are 'written . for the first 
appointment and for each subsequent 











A. Standing I Aooointment - This form is 
used for: (1) individuals in the 
Administrative category who have 
direct responsibility for· academic 
uni ts such as Deans and Academic 
· •Department Chairs (see PG - 2 .and 3), 
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(2) individuals in the Administrative 
category who are not directly 
responsible for an academic unit and 
who are not granted regular academic 
rank (see PG - 2 and ]) , and· 
( 3 l those classified as ac·e.demic who 
meet the requirements of Standing I 
At'pointments cs·ee ~G - 2 and 3). 
Standi'i'lg II Appointment (Continuing 
Part-Time) - This form is used for 
those who meet the requirements of 
cont.i:nuing part-time (see PG - 1, 2, 
and 3). _ 
c. Fixed-Term I Appointment - This form 
is used" for all clossiflcations of 
facultY and staff members who meet 
the requirments of Fixed_-Term I 
appoint~ents (see PG - 2 and 3). 
D, Fixed-Term II or Vis tin ointment 
not eli ible for . ene its - This 
form, is used for thoae c a■eified as 
accldemic• who · do not meet the 
definition of re.gular empl~yment· (see 
PG - 1, · 2, and 3). . 
E. Suppiementary Appointment - This form 
is used to extend the time or the 
duties of a Fixed-Teem I or a 
Stand-ing Appointment for faculty Qr 
staff members beyond the terms of 
the current. contract, (see PG - 2 
and )) • · · 
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::ontract for Services 
Standing I Appointment 
The Presidonl of Morehead State Univeraity, subjectto appcoval by the Board of Regents, has reeommendeld 
your appointment as follows: 
Name 
Organizalional Administrative Umt 
Title and, ii applicable, Rank 
Effective dale of appointment 
Annual salary and service 
Apphcable tenure status 
Annual salary of $ ___ composed of: 
S-----'°'--months 
ol service plua (If applicable) 
S--- odjuslmoTitb ____ _ 
adcfrtional months of service plus 
$ ___ administrative supplement pay• 
able in ___ mon1hJy o, ___ somi-
monthty installments. 
I I T8"'red 
I I Proba!ionary stmus wm, ----
years of academic S8MC8 credit 
I J This is not a tenure eligible appointment. 
Jn accepting tti1s appointmenl, you are entitled lo Um11ers11y benefits and you agree to abide by the appficabk, 
regulatoos affecting Un1vers,ty personnel. 
Misrepresentation of vitae andfor application information can be cause for deniaJ or ~ of 
employment 
If you agree lo these lerms of your appointment. please s,gn on the line below and return all co,ies, 
e1cept lhe gold copy, to the Office of Personnel Services by __________ _ 
Addlllonal conditions 
~ vice pwcidllnlldall!I .... __________ _ 
Uocial Security No. ________ _ 
Drstrbtto-1 .,._p~I Se,....:::es Ollice 
bluo-PayroU 
gr-.-~n:e~ 
ydow-Colll,ge ~ al office d11ector 
pink-Dl,partrneni ch,irlollce ~
goid-inctMdual 
Page 3 of 7 
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-:::ontract for Services II 
Standing II Appointment ( continuing part- time) 
The Presiden1 of Morehead State University, subjecl lo approval by the Board of Regents, has recommended 
your appointment as rollows: 
Name 
Organizational Admm1slra1ive Unit 
Title and, if applicable, ~ank 
Effective dale of appomtmenl 
An,,ual salary and service s ____ to, ____ % ot run-time 
service for ___ months per year. 
This 1s not a 1enure-e/1gib!e appointment. You are not eligible for !he insurance benefits ot the University. • 
This appointmenl 1s lerminable in accordance with notice procedures under University policy. 
In accepting this appointment, you agree to abide by the applicable regulations af'loctfng University personnel. 
Misrepresen1a11on of vitae and.or application ii,formation can be cause for denial or termination of 
employment 
If you agree lo these terms ol your appointment. please sign on the fine below end retum all copies, 




Social Security No 
Orstrrbulion wh~e-Persom,e1 S&rvt<:es Off>ce 
biuoe-PayroU 
green-Appropnate Y1Ce president 
yellow-Colloge dean1supeMSOr ol office da'IICIOI 
pink-Department chair:office orecw 
gold-li>dMdual 
atlP'0PflQI vice c,residlr1/dm 
date ____________ _ 
Morehead Sra1e Un•versrty ,s an eciual eppo,tuMy ~4;,str1t,~ f 7 
Contract for Services 
Fixed-term I Appointment 
The President of Morehead Stale University, subject lo approval by the aoa,d d Regent:,, has recommended 
your appointment as fol'.°ws· · 
Name 
· Organizational Administrative Unit 
Title and. ii applicable, Rank 
Penod ol appointment 
Salary for penod ol appointment 
Not~ Nolice or nonrenewal'o! this appointment ~ not required. -
This is not a lenure-elig1ble appoinL';lenl 
In accepting !hrs appointment. you are entitled lo University benefits and you agree to abide by the applicable 
regulations affecting University personnel. · 
_ Misrepresenlalion of-vitae and/or awfication information can be cause for denial_Of lermination of 
employment . 
II you agree lo these lerms of your appcnntment. please sign on the 1ina below and return all copies, 
except the gold copy, to lhe Office ~I Personnel Services by __________ _ 
Addlllonel conditions 
Accepted ___________ _ .,.,..,, 
Social Security No ________ _ 
~ '"'11Ce-PetSa!081 Senoic«!I Qffice 
bl\.o&-Payrol 
g,--.-Appropna19 w,ce pwidenl 
ye!low-Co16ege oean1~ of 0ffico director 
p,nk-Oepa:i11TMl"1! chalf/office ctinlclDr 
gokl-lnchVldual 
date.-------------
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J.k,reflead Slate UnrveBl!y is an~~ educationaTinsli!Utlon 
Contract for Services • rixed-term II or Visiting Appointment (not eligible for benefits) 
The Presidenl ol Morehead Slate Uniyersity, subie(:I 10 approval by the Board of RegentG, has tecomrnendad 
your appointment as lo11ows: 
Organizational Administrative Unit 
Title and, if aPplicable. Rank ' 
Pe·iod of appcunlrr,e~t 
Salary for period ol appointment 
Not•: Notice ol nonrenewa1 ol this appointment is not required. 
This is not a.tenure-eligible appointment You are not eligible for be~ of the Univernlty. 
In accep(ing this appointment VO:U agree to abide by the applieab&e Tegulations_lffecting .. University pemonnol, 
Misrepresenta,tion ol vitae and/or appUcation infonnation can be cause for d9nlal or tennina:ion of 
employment. 
If you agree to l~ese terms of your appointment, please sign on the line below and return all copes, 




Social Secunty No. ---~----
OistributlOn -~-P8f90fVIOI Ser/Ices 0fllce 
- - ~Pay,oll 
g--ApprDprille vice prasiderll 
~COloge dNlll~ ol cffiCe .:,recto, 
pri;-Depa,tment CMirlolliCO dir9C10t -· Page 6 of 7 Morehead State u~ is an equal OIJPOl1'nty ~ ins:ill.iiOn 
~ 11101 ~dill 
':ontract for Services II 
Supplementary Appointment 
The President of Morehead Stale University, sub}ect!0 approval by lhe Board of Rage~ has recommended 
your Supplementary Appoinlmenl as follows: 
Name 
Organizational Adminislrativ8 Unit 
retie and; if applicable, Rank 
Curren! appointment salary plan 
~un'ent annual salary· 
Period of supplementary appoIntmen1-
dates and number ol weeks. 
SaJa,y paymenl lo, _, ..... , apooinOmenl .. 
kom ________ to __ __,..,=--
number of weeks ___ . 
Al the cooclus1on of this Supplamentary Appointment you revert to the terms of your Standing Appointment 
or F1xed.,Term I Appointment 
ln accepting lh~s appointment. you agree to abide by the applicable regulabons affecting University personnel 
II you agree to these terms of your appointment, please sign on the line below and return an copies, 
excep! the gold copy, to the Office or Personnel Services by __________ _ 
Addltlonll condlUona: 
m)rop,all VIC9 presieb"L'dal 
~ccep!ed ----===----'--..,...,.,, date--------'------
Social Security No. ________ _ 
D<strlbJbOn wtlne-Personner Servces ~ 
blue-Payroll 
grNn-AppropnaieYICe~· 
yellow-College dean/supervisor ol offico dffeclOf 
~-Departme,,1 chalt'Offic9 c_l,,-Actor 
gold-fndMduel • 
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To specify terms and conditions under which 
the University's policy of equal employment 
opportunity through affirrn~tive action shalr 
be implemented and to ·identify responsibility 
and acGountahility for actions in support of 
a positive program to meet legal and moral 
<=:ommitments to affirmative actio.n. 
The ·poi°icy of Morehead State University is to 
provide equal opportunity and affirmative 
action in all University programs, 
activitieS, facilities, ·and emp"!oyment 
practic~s. for a,11, persons Without regclrd for 
Lace, color, religion, sex, age, handicap, 
national origin, or ~arital status. 
Morehead State University. is committed to the 
premise that it is a societa.1 · as well ac an 
institution of h·igher educa~ion 1 s· obligation 
--t;o have respect for human dignity and 
epitomize the principle that all persons are 
entitled to equal treatment. before the law. 
Morehead State also recognizes that equal~ 
opportunity is a fundamental goal in a 
democratic society, - and · it shares the 
respoi:isibiiity · for achieving equality which 
ultimately provides the ad.vancement: of 
society, 
Bec.iuse of these tenets, it is the polic:y·· of· 
Morehead State University that,· morally- and 
legally, ,affirmative action will be tak~n to 
recruit and employ in compliance with the 
princiP,les of equal employment opportunity; 
through good faith effot"ts and within 
reasonable time periods, a representation of 
minorities, women, and handicapped. In 
conjunction with this effort, the inStitution 
has been encouraged by the -Depart~ent of 
Education's Office of Civil Rights to ·take 
positive and constructive efforts to recruit 
and employ qualified black individuals in 
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faculty, administrative, and staff positions. 
Therefore, positive and unmistakable efforts 
must be made to fulfill our goals. Morehead 
State University's desire is to overcome any 
effect,; of past discrimination, .if any, 
whether it resulted from overt acts or frcm 
unconscious, systematic exclusion of 
minorities and women from certa~n jobs or 
programs. 
It is the University's intention to a~hieve a 
representation of minorities, women, and 
handicapped in each major job classification, 
which reflects the current availability and 
merit of such ind.ividuals and the 
University's capability to attract them. The .. 
Affirmative Action Plan is aimed at reducing 
any unde!=' representation and · under 
utili~ation of members of protected classes. 
In addi~ion, Morehead State 'Uni~ersity is 
dedicat~d to the principles that dl benefits 
and opportunities afforded by the institution 
shall tie accorde_d students based upon. 
individual merits, accomplishments, and 
needs, and to the promotion of 
nondiscI'imination in every phase. of the 
·Universi.ty's operations. 
Horehead State· uriiversity' expects its 
suppliers and contractors to ensure· maximum 
opportunity for th.e par~ticipation of the 
handicapped; minorities, and women. Each 
contractor is expected, if requiqid, to 
follow an affirmative actir-n P.rograrn that is 
in accordance with federal and state 
regulations. 
Finally, the Un•iversity is ·committed to 
taking necessary affirmative action steps to 
remove barriers and •systematically 
discriminatory practices and to ensure that 
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we take positive steps not only to comply 
with the letter of the law but the intent of 
affirmative action:and ~qual opporunity. 
The Affirmative Action Officer in conjunction 
with. the Affirmative Action Committee shall 
provide leadership and guidance to units in 
the conCuct of their programs affecting all 
faculty and staff· and applicants for 
employment. The Affirmative Action Officer 
shall review and evaluate unit program 
operations per iOdically, obtairl such reports 
as deemed necessary, and report as 
;l.ppropriate on overall progress. The 
-1\ft'irmative Actiori Officer will consult from. 
time to time -with such individuals, groups, 
or organizatons as may be of assistance in 
improving and realizing the University's 
program and objectives. 
AFFIRMATIVE ACTION 
COMMI'l"TBE: 
The · Morehead State University Affirmative 
Action Committee membership is appointed by 
the President frOm recommendations mgde "by 
the Faculty Senate, the staff, and the 
Student Association. The President 
designates the chairperson. The Committee 
consists of: · 
One chairperson 
One affirmative action officer 
Two faculty members; one male, one female 
Two support staff; one male, ·one female 
Two administrative staff; one male, one 
female 
Two studen~s: one male, one female 
The Affirmative 
co111posed of 
Acfion Committee is -usually 
cultural diversity which 
black-white and male-female 
A major effort is made to 
emphasizes good 
relationships. 
establish a fair representation of black 
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individuals on the Committee. The Committee 
meets at least once quarterly and may conduct 
special meetings with minorities, women, 
handicapped, and others wh~n appropriate, 
The Committee is charged with: 





1, Reports on recruitment, 
appointments, promotion, tenure, 
transfer, and termination; 
2. Proposed changes in University 
po·Ucles · and procedures 
recommended by deans, directors, 
department chairpersons, unit 
heads, women, minority groups, 
veterans groups, employee· 











changes in the 
Action Plan 
by the President, 








5 •. The summaries of the annual 
report generated on recruitment, 
appointments, promotions, tenure, 






sensitive subjects and 
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c. Makes recommendations to the 
Affirmative Action Officer: for 
programs to effectuate purpose (s) of 
affirmative action· and equal 
employment opportunity. 
o. Acts as a review board on affirmative 
action, sexual harassment complaints, 
and equal employment opportunity 
policy violations submitted for 
disposition where recommendations 
will be made to the President. 
E. Reviews structural requests and ma~es 
recommendations to the President. 
F. Assists the Affirmcltive Action 
Officer in developing approaches and 
efforts in the recruitment and hiring 
of minorities, women, and handicapped 
candidates. 
Names and addresses of 
are- available in the 
Services and the Office 
for"Academ~c Affairs. 
the Committee members 
Office of Personnel 
of the Vice President 
The University shall provide for the proo-.pt, 
faJr, and impartial consideration of all 
complaints of discrimination in violation of 
this policy. ·Each unit shall provide access 
to counseling for employees and/or students 
who feel aggrieved and shall encourage the 
resolution of problems on an informal basis. 
Complaints frequently are foun.,ded in simple 
misconceptions or misunderstandings. It is 
believed to be in the best interests of the 
Univ~rsity and the co11plainant ,for grievances 
to be resolv·ea in the following manner: 
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The aggrieved individual• shall direct a 
complaint regarding alleged discriminatory 
acts or sexual harassment by preparing a 
written explanation -of the complaint and the 
relief- that is sought to the Affirmative 
Action Officer (AAOJ. The AAO may schedule a 
mE!eting with the complainant for the purpqse 
of understanding the complaint and to gather 
investigatory materials. The AA,_O will 
conduct a · thorough investigation within 
seven (7) working days of receipt of the 
written compl~int. 
Within fourteen (14) working days following 
receipt of the written complaint, a meeting 
will be held by the AAO with the complainant 
and others believed by the AAO capable of 
ass;,sting in the cesollltion of the complaint 
in. the best interests of all concerned. 
Within three (~) working days following the .. 
rnee.ting ori. the complaint, the AAO will 
prepare· written findings of fact which ·will 
be fpcwarded by registered mail, return 
receipt, to the complainant as well as those 
other individuals who participated in the 
meeting on the matter. The AAO shall m.ake 
such recommE!ndations in . w"riting as is 
believed warranted by the results of h'is or 
her investigation and meeting regarding each 
written· complaint alleging discrimination or. 
sexual harassment. 
Second Step 
The aggrieved party can appeal the First Step 
by serving a written statement of appeal by 
registered mail, return· receipt, to the AAO 
within ten (10) working days after ·aelivery -
of the AAO's fi.ndings of fact and written 
recommendations ·to the address of record for 
the complainant. Within seven (7) work'ing 
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days after receipt of the written statement 
of appeal, an Affirmative Action Grievance 
Review Board will be selected by the AAO from 
the standing Affirmative Action Colll!Dittee on 
a rotating appointment. The membership shall 
be composed of · a black member, a female 
inember, and a male member. In cas~s wh.ere 
student8 are involved, a student member will 
always parti~ipate on the Board. The 
committee chairperson will designate the 
Roard Chairperson. 
The responsibilities of the Affirmative 
Action Grievance Review ,Board w1i1 ~nclude, 
- but not-be limited to: 
1: The Affirmative Action Grievance 
2. 
Review Board will Ceview all 
documents recei_ved or prepared as the 
complaint was processed through the 
First Step. 
The Affir.madve Action Grievance 
Review aoard Chairperson will 
schedule a hearing to be held not 
later than twenty (20) working days 
after the appointment of the Board 
designating the time, place, and date 
fo.t' the hearing. 
3. The Affirmative Action- Grievance 
Review Boa·ra Chaii:pet"son will notify 
in writing· by registered mail, return 
receipt:, both the· AAd and the 
complainant of the time, place, and 
date of the hearing, including the 
right of repres~ntation. Nothing 
contained· herein shall be construed 
to require any representation to be 
an attorney-at-law. If the 
complainant desires to· be represented 
at the hearing, then he/she will give 
notice of that intention in writing 
to the Affirmative ·Action Grievance 
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Review Board • and the AAO not less than· 
six (6) working days prior to the hearing 
date. 
4. The Affirmative Action Grievance Review 
Board shall make its, findings and 
recommendations to the President wfthin 
five (5) working days after the hearing 
of the 'appe~l. 
All hearings will ,be conducted by the Board. 
The' proceedi"ngS will be tape-recorded, and if 
reques.t-ed by a majority qf the membership of 
th.e Affirmative Action Grievance Review 
Board, a typed transcript will be prepar~d-
The AAO. will set forth the basis for his/her 
findings of .fact and recommendation on the 
complaint. The complainant, by or through 
his· Ot" her rnpresentative, shall have the 
opportunity to state the pbjections to the 
findings an~ recommendati_ons· of the AAO cin 
the matter and to submit additional documents 
or to introduce additional evidence through 
the testimciny of witnesses who w"ill be sworn 
by the Chairperson if satisfactory reason is 
given to the Affirmative Action Grievance 
Review Board as to· why such· doculientation or 
testimony was not presented to the AAO. Any 
witness. permitted to testify shall be subJect 
to crosli examination· and to be questioned by-
the Board. 
The Affirmative Actiorl Grievan·ce Review Board 
has the option of going into. closed session 
to we-igh_ the record and such additional 
evidence as received· and to formulate its 
findings a·nd recommendations to- the President 
of ·the University. The Board's findings and 
recommendations to the President will be 
delivered by iegistered . mail, return, 
t"eceipt, within • five (5) working days 
following. the heating. 
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The President will render a decision within 
fourteen (14) working days after rece1v1ng 
the Affirinative Action Grievance Review 
Board's findings and recommendations. 
Written notification of the President's 
decision will be forwarded to all concerned 
parties by registered mail, return receipt. 
The President's decision will 
binding subject. to action 
pursuant to KRS 164.360. 
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To outline the handling of sexual harassment 
claims. 
Sexual harassment is a form of sex 
discrimination that is both reprehensible and 
unlawful. When it occurs on the campus, 
sexual harassment is contrary to the most 
fundamental ethical canons of the academic 
community. Sexual harassment violates the 
special bond of intellectual dependence and 
trust between students, faculty, and staff. 
Moreover, it undermines the collegial process 
·of recruitment, appoilltroent, and advancement 
ac the Univer:sity. Accordi-agly, the 
University holds that sexua·1 harassment is 
intolerable and threatening to the vitality 
of the academic community. Therefore, proven 
acts of sexual harasstnent shall be grounds 
for dismissal· • 
.5exl.lal harassment 1s defined as unwelcome 
sexual advance~, requests, and other verbal 
or physical conduct of a sexual nature, where. 
submission to or rejection of such conduct 
has. the purpose -or effect of · unr~asonably 
interfering with an individual's. performance 
or creating -an intimidating, hostile, or 
offensive employment or educational 
environment. Sexual harassment has occuil:ed ~ 
when an individual submits to such conduct aS 
an implicit or explicit term or condition of 
his or her employment or education, or When 
submission to or rejection of such conduct is 
used as a b~sis for .employment:. or educational 
decision,s affecting such individual. 
It is the responsibility of all regular or· 
nonregular fac·ulty or staff members and users 
of University facilities to report any 
conduct that is perceived ·to be sexual 
harassment. · 
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When cases of alleged sexual harassment are 
brought to the attention of the University, 
they should be resolved confideritially in the 
least disruptive, most informal manner 
possible, suited to individual ciccumstances. 
Every effort will be made to allow alleged 
offenders and complainants an opportunity to 
resolve their difficulties informally. 
If informal efforts are unsuccessful, formal 
procedures exist which allow both._ parties an 
opportunity to pursue a resolution. 
Co,:;,,lainants have the opportunity to pursue 
their allegations without fear of retribution 
and to seek relief from proved sexual 
harassment. Alleged offenders will have the 
opportunity to defend themselves and clear 
themselves of the complaint. Proven 
offenders will have the opportunity to make 
amends, based on an increased awareness of 
the effect of their behavior. Proven 
offenders may also be subject to formal 
sanctions, including dismissal from the 
University. 
If an employee feels that he/she has been a 
victim of sexual harassment, the incident 
should be discussed informally with the 
Affirmative Action Officer. These 
discussions will be handled in a professional 
and confidential manner. No formal action on 
the alleged charge will be taken unless 
initiated by the complainant. If 
appropriate, an attempt will be made to 
resolve the problem through informal 
procedures. 
If it appears that sexual harassraent bas 
occurred, the complainant may be advised to 
talk to and/or write a formal letter to the 
alleged harasser. If th~ complainant does 
not wish to talk with the alleged harasser, 
the Affirmative Action OffiCer with the 
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complainant's permission may contact the 
alleged harasser. If these actions are 
unsuccessful, a writ ten statement may be 
taken with the complainant's permission to 
the Dean or supervisor with the intent of 
bringing the situation to the attention of 
the.appropriate administrators. 
If either the complainant or the alleged 
offender does not accept the decision of the 
appropriate Dean or appropriate Vice 
President, she or he may address a formal 
cor.-.~laint through the University's policy on 
Affirmative Action/Equal Opportunity .in 
Employment (sec PG - ~). 
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To explain a female full-time faculty or 
staff membeC''s rights under equal -employment 
opportunity regulations for charging absences 
to sick leave accumulation or for a leave of 
abzence without pay because of pregnancy, 
miscarriage, abortion, childbirth, and 
recovery therefrom (see also PG - 9). 
Disabilities caused or contributed to by 
pregnancy, miscarriage, abortion,. childbirth, 
anc1 recovery therefrom are ~or all job-
related purposes, temporary disabilities. 
Any other written and unwritten employment 
pulic..ies and practice&, shall be applied to 
disabil"ity due to pn:gnancy or childbirth on 
the same terms and conditions as they are 
applied to other temporar1 d~sabilities. 
Short-term, infrequent absences 
resulting from pregnancy are 
<lccumulated sick· leave. 
for illness 
charged to 
When it i~ determined that the faculty or 
staff member ·cannot continue actively at work 
prior- to childbirth, she shall "charge such 
absence to accumulated sick leave. If 
accumulated sick· leave is expended, she shall 
be placed on leave of absence without p·Jy, 
wl.th the individui:11 1 s option to use or not 
l.lSe all or part of ·accumulated vacation prior 
to the le.:i.ve commencing. The length of leave 
of absoncE! •,dthot.:t pa7 is subje·ct to the 
limitations · outlined in the policy covering 
leaves of absunce. 
ifor.nally, prolonged absence should beg in no 
earlier thc1n the eighth month of pregnancy •. 
This is no mandate, however, that an 
individual must be relieved from active 
emp,l.oyment during the eighth ruonth. If the 
individual is healthy and able to do her 
work, she should continue to work beyond that 
time. If, on the other hand, in the judgment 
Page l of 2 
PERSONNEL POLICY MANUAL II 
Subject: Absence from Work 
Resulting from 
Pregnancy or' Childbirth 
Section NW!lber: PG - 7 
Approval Date: 7/1/85 
Revision Date: 





of the supervisor she is not effectively able 
to continue to work, prolonged absence may 
commence ear lier at the request of the 
individual, upon presentation of an 
acceptable written statement from her 
attending physician stating that earlier 
absence is medically necessary. Such 
requests may be subject to review before 
approval by the University. 
At the time the individual commences 
prolonged absence from work prior to 
childbirth, the supervisor establishes a 
tentative date of return with the individual. 
Normally, the date of return should be no 
more than six Weeks following the birth of 
the child, unless there are medical 
complications related to the childbirth which 
merit consideration for an extension of the 
absence, An individual requesting an 
extension will be required to submit a 
written statement from her attending 
physician indicating the medical necessi~y 
for the extension. Such requests may be 
subject to review before approval by the 
University. If she does not return within 
.the time established or any extension 
thereof, her employment shall be terminated. 
If the faculty or staff member desires to 
return to work before the agreed upon date of 
return, she should contact her supervisor to 
determine if an earlier return is feasible. 
In each request for an early return, the 
faculty or staff member will be required to 
submit written approval from the attending 
physician. 
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To establish conditions for observing 
established University holidays by regular, 
full-time faculty and staff members and those 
designated as continuing part-time. 
The official annual established University 
holidays are as follows: 
New Year's DaY 
Hartin Luther King's Birthday 
President I s Day 




Presidential Electi9n Day 
Thanksgiving Day 
Christmas Day 
Additlonal holida'y-s may be designated bj,' the 
University._ · 
Each holiday est;ablished or desi.griated b:z· the 
University is intended to give an employee 
the benefit of one (l) work day of· paid time 
off. A continuing, part-·time employee 
receives paid time off prorated on the basis 
of the percent of the employee's_ vork 
schedule to the notmal full-time uork 
schedule in the employee's department, I-f an 
employee is required to work on a holiday, 
equivare.nt time off will b~ granted at 
another time. If a holiday falls on a 
regula~ly scheduled day off of an employee, 
equivalent time · ·off will be granted at 
another time, Equivalent time off is 
scheduled -in the same manner· as vacation 
leave and is to be used. before vacation leave 
is used. If a holiday occurs while an 
employee ls using vacation leave or sick 
leave with pay, the ho.liday will not be 
charged as a day of vacation time or sick 
leave time. 
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To be eligible· for a holiday with pay, an 
employee must be in pay status the employee's 
work day• before and· following the holiday. A 
holiday that occurs between an employee's 
active periods of employment or while an 
employee is on leave without pay shall not be 
granted to an employee. Faculty or staff on 
less tha·n twelve months service are entitled 
.. to the holidays which. fall during their 
contract period. 
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~URPOSE OF LEAVE: 
Rev is ion Date: 
To provide for granting a regular, full-time 
faculty or staff member a leave of absence 
without salary upon recommendation of the 
_supervisor. 
Leaves of absence without salary are granted 
for extended illness ( including maternity) or 
·injury, and may be granted for personal 
convenience such as child care-, extended 
vacation, travel, approved formal study, or 
job-related employment. For leave of absence 
other than illness and injury, requests must 
be submitted to apP.ropriate supervisor at 
least sixty (60) calendar days in advance 
except- in cases wher~ KRS 337. 015 applies to 
the adoption of a child under seven (7) year.s 
of ~-ge. 
A nonfaculty emplC?yee of the University has 
as . his/her primary responsibility of 
.employment, . the oblig_ation to fulfill the 
work requirements ~f the job for whic"h the 
individual was employed. A~ times, ·however, 
a nonfaculty e1aployee of the University raay 
choose to take part .in an assignment,· task, 
or activity external to the individual's 
pr itnary job. Sueh activities might include, 
but are not necessari"ly _limited to, 
consulting, teaching outside the Univers·.ty, 
directing, or participating in special-
activity projects (camps, ·workshops) 
sponsored by th~ University. Absence from 
the officiul work assignment will be 
accountable by either official ·1eave of 
absence without pay or vacation as· outlined 
in the policy manual. Participation in all 
such activities must have the proper 
approvals. 
NOTE: Leaves for other than illness · 
(including maternity) or · injury are not 
granted i[ they would cau·se undue hardship 
for the opera.tions of the department or 
personnel ther~in. 
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L.EAVE FOR OTHER 
REASONS: 
LIMIT OF LEAVE: 
A leave for extended illness (including 
maternity) or injury shall be granted to the 
limits ·below based pn length of continuous, 
full-time service, as follows: 
Length of ContinuouS 
Service at Start 
of the Leave 
Through completion of 
the employee's 
probationary period 
Upon the Completion of 
the probationary 
period 
NOTE: For. the purpose' 
the probationary period 
to qualify for leave 
_salary· is·six (6) months. 
Maximum Length 
of Leave Granted 
Up to 1 month 
Up to but not 
more than 
12 months 
of thiS Policy only, 
required for faculty. 
of 'absence without 
A leave of absence for other than illness 
(includ_ing maternity) or injury is· granted at 
the discretion of the University President. 
Such leave when granted shall be for no more 
than twelve (12) consecutive months. Short-
term approved absenceS shall be handle~ as 
salary deductipns. 
The .naximllm of ·any leave of· absence is no 
more than twelve (12) months for any one 
request. Any "employee who exceeds this 
period, regardless of the ieason for the 
leave, will be released from University 
employment. However, if eztenuating 
circumstances exist, oi if the leave may be 
in the best interest of the institution, the 
University President may, upon request, grant 
up to an additional, but not more than, 
twelve (+2) months of leave without pay. 
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The period of not more than one year, or 
less, granted as a leave may b~ counted 
towards years of service for promotion, 
tenure, and sabbatical leave when the leave 
is in the best interest of the faculty and 
the University;' however, it does not assure a 
merit salary increase or other fiscal 
benefits. 
A faculty or staff member on leave of absence 
without salary for extended illness 
(including maternity} or injury, approvetl 
formal studr, or job-related employment 
cuntinues in the insurance plans in which 
he/she is participating and at the costs 
he/she has been paying for the insurances. A 
faculty or staf~ member on leave without 
salary for any reason other than illness 
(includ_ing maternity),. 1.nJury, approved 
formal study, or Job-related employi:ient may 
elect to continue in the insurance plans in 
which· he/she is participat"ing but by paying 
the entire premium (individual's · and 
University'-:; ~osts) for the insurances. 
A faculty or ·staff member on leave of absence 
without salary · does not· accumulate any 
additional vacation or sick leave unJess 
he/she is paid enough days in _a caletdar 
month to qualify. · 
The cash equivalent of vacation accumulation 
due is either paid at the beginning of the 
leave of absence unless the leave is for 
illness {including maternity) or injury or 
retained by,. the employee in hisiher vacation 
accumulative -account for the use upon return 
from the leave of absence, 
The faculty or 
leave accumulated 
leave . 
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&ARLY RBTDRN TO 
ACTIVE SERVICE: 
Revision Datez 
A faculty or staff member does not receive 
salary or compensatory time off for a 
University holiday that occurs while he or 
she is on a leaVe of absence without salary. 
If conditions are the same at the end of the 
l!:!ave of absence as they were when the le_ave 
c.ommenced, the emplo;iree is expected to return 
to active employment. If the employee does 
not return, his/her employment is terminated. 
The faculty or staff member will return to 
the original position or, at the discretion 
of th·e •University, to a similar position at 
· the former pay l~vel unless because of 
reduction in staff such appointments do not 
exist. 
If a facuity or staff member desires to 
r~turn to.· active service· before an approved 
leave ends, he/she should contact the 
appiopriate Administrative Officer to 
determine a permissible date for return. 
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To .. outline provisions Of leav~s of absence 
with pay for short-term, active military 
service or annual military field training. 
All regular· faculty or staff members, either 
enlisted or commissioned in any reserve 
component of the United States Army, Navy, 
Marine t..:orps·, Air, Fore~, or Coast Guard, or 
who are members of the National Guard of the· 
Commonwealth of Kentucky, are entitled to 
leaves .of absence from their respective 
duties without loss of pay on all days not 
exceeding f.,ifteen (15) calendar days pr ten 
(10) working days if the· employee's position 
is based upon a five (5) day workweek; twelve 
(12) days if the employee's· position--is based 
upon a six (6) day workweekr fifteen (15) 
days if th_e employee's position is based upon 
a seven (7) day workweek, in any one calendar 
year, Leave of absence Under this policy 
will be granted only when the employee is 
engaged in active service or authorized· 
training or activated fOr duty because of 
civil disturbance or emergepcy conditons.· 
Accumulated vacation shall not be. charged for 
absences from work to the limit described 
above. University appproved absences beyond 
that limit are chargeable either to 
accumulated vac-ation or as payrol·l deduct ions 
as applicable. 
In order to qualify for continued University 
pay in accordance with the above provisions, 
the faculty or staff member must present to 
the University a copy of the sign·ea orders or 
authorization mandating the abserice and a 
copy of the military or national guard pay 
vouc~er for the period involved. 
NOTE: This policy is intended in application 
to be conSistent with applicable laws and not 
to exceed in interpretation or application_ 
the provisions of such applicable laws. 
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To protect the re-employment rights· of a 
r_egular, full-time faculty or staff member 
during an absence caused by entry into 
extended United States military_ service (or 
public health service) whether voluntary or 
oth~rwise. 
Each regula_r full-time University facul"ty or 
staff member·, who has completed one day of 
regular employment with the University 
immediately preceding the effective date of 
the requested military leave and who bas been 
ordered to report to active duty on a 
~pecific date, is eligible ·upon presentation 
of a copy of such order. .-
A leave of absence for- active militarY 
service may not exceed a maximum of 48 
consecutive calendar months except that an 
extension of 12 months may -~e granted if the 
extension is at the• request and convenience 
of the government.' 
The period of a military 
will be added to any length 
that a faculty or staff 
otherwise~ 
leave of absence 
of service credit 
member may have· 
~ur ing a 
service, a 
le.:1ve of absence for 
faculty or staff member: 
military· 
~ be provided personal pr.otection in the 
University's health care plan. This includes 
coverage for de~endents. · 
~ receive retirem~llt credit i.mder certain 
conditions. 
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SERVICE: 
Cannot c_ontinue protection in other insurance 
programs of the University. These benefi!:S 
cease 31 days from the end of the pay period 
in which the leave of absence • for mill tary 
service becomes effective. Reinstatement of 
these benefits will occur upon return to 
active service with the University. 
The salary equivaient 0£ the vaCation time 
accumulated by a staff member shall be paid 
as part of the final salary· payment. 
··It is infended that a regular faculty or 
staff member may return to active service 
with the University, if he/she so desires, at-
the termination of the military leave. 
Insofar as it can be arranged, this return 
will be_ to the faculty or staff member's 
· original position or to a position determined 
by t-he University to be an equivalent 
position. · 
To taKe advantage of this privilege, the 
faculty or •·staff meml::ler shall notify his/her 
immediate supervisor o;__ ~~~ within 90 days 
of release from service of his/her intention 
to return to active University employment 
(Spe-cial con<;iitions on - time for reque ;ting 
teturn to active emPloyment apply for 
indivi~uals hospitalized at time of release 
from service. In such instance, contact the 
OffiCe of Personnel Services.). To insure 
that proper consideration can be given with 
regard to returning the faculty member or 
staff member to his/her original position, it 
is helpful if the faculty member or staff 
member would indicate his/her intention to 
return to active University employment prior 
to the expii:ation of the military leave of 
absence. When possible, this notification 
should be made within 30 calendar days after 
discharge or release from active duty. 
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If it is necessary to replace a faculty or 
staff member who is granted a leave of 
absence for mi-litary service·~ the appointment 
of· the new person will be for a period no~ 
longer than the duration of the military 
absence of the original person. However, 
during the period of employment~ the new 
person will be considered a . regular faculty 
Or staff member and will have the privileges 
of such a faculty or staff member, ezcept 
that he/she shall not be granted a military 
leave of absence. · The new person shall be 
informed in writing of the conditions of 
~mployment .when employment begins.' 
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To avoid the possibility of any 
misunderstandings concerning the appropriate 
conduct of faculty and staff members in 
regard to all transactions touching upon 
their University duties and the property of 
the University. 
Faculty and staff members of the University· 
shall exei;cise the utmost good faith in all 
transactions touching upon their duties to 
the Oniversit:y_ and its property. In their 
dealings with and on behalf of the 
University, they sflall be held to a strict 
rule of hone5~ and fair dealings between 
tOemselves and the University. 1hey shall 
not use their positions, or knowledge gained 
therefrom, in such a Way that a conflict of 
interest might arise between the interest of 
the University and that of the· individual.· 
Faculty an:d s·taff members._ shall disclose to 
the administral;ive head of the college or 
other unit in which· they are employed, or 
other appropriate Administrative Officer, any 
potential conflict o"f interest of which they 
are aware before a.contract or transaction is 
9onsummated. · 
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PORPOSB: To specify the Univeriiity's responsibility in 
providing and aaintaining un i foras for 
cer ta in groups o f eaployees. 
ELIGIBILITY FOK A uni for m for an eaployee is provided by the 





a. ·ro maintain eaceptionally high 
standards of sanitation such as in 
the preparation of foods, 
h. To identify persons, or 
c. To prevent injury to an eaployee 
while performing a hazardous job. 
Each employee required to wear a uniform 
shall take the necessary steps to protect it 
from excessive daaage and wear -. Uniforas 
issued by the University are to be worn only 
during working hours eacept that vhere 
necessary, the uniform 11ay be vorn i n travel 
between the University and the employee's 
home. When a uniform is provided, it shall 
be worn by the eaployee. 
A requi r e d unifora for an eaployee vill be 
provided by the University at no eapenee to 
the employee. The University will ,!!2_1
0 
pay 
partially or fully for either the cost or 
maintenance of any uniforas that do not nieet 
the above requirements. 
The interests o f separate departaents of the 
Un ~ ver s i ty a re · best served by providing 110re 
than one system by vhich required uniforae 
may be made available t o eaployees. Theee 
systems are (1) the rental of uniforas by the 
Univeq1ity, o r (2) the outright purchaee of 
the uniforms by the University. 
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Ttie cost of the maintenance .of uniforms .may 
be paid in full by the University.' This 
includes· • cleaning and laundering and the 
replacement of worn articles of clot;hing •. 
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To provide that a regular, full-time or 
continuing, part-time faculty, or staff 
member be granted time off from work or class 
schedule to serve on a jury, be screened for 
jury duty, or serve as a court witness when 
subpoenaed (other than lawsuits of which they 
are a party) , without loss of pay for the 
time mis"'ed. 
An individual continues to receive his/her 
regular pay while serving subpoenaed jury or 
witness time and is permitted to retain any 
comfensation received for jury or court 
witness duty. Accumulated vacation pay is 
not charged for court or jury duty absences. 
If the time on jury or witness duty occurs on 
a University holiday, the employee does not 




off for jury 
will require that a copy of the 
submitted before granting time 
duty or witness time. 
If the jury duty or witness time does not 
require a full work day, the individual is 
expected to [eport to work when free from 
such service. 
A supe[Visor may 
changes in order 
working a shift 
hours. 
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To comply with state legislation governing 
the employment of minors. 
For the purpose of this policy, a minor is 
defined as anyone who is b~tween his/her 16th 
and lath birthdays. 
Regular and nonregular employment at the 
University is available only to a person who 
has reached the 16th birthday. A person 
under 16 years of age is not permitted to 
work for the University under any 
circumstances. 
No minor age 16 or 17 may work before 8: 00 
a.m. Such minor shall not work after 11:30 
p.m., Sunday through Thursday; 1:00 a.m., 
Frid~y and Saturday when school is in 
session. In addition, such minor when school 
is in session shall not work more than six 
hours per day, Monday through Friday, or 
eight hours per day Saturday and Sunday or a 
total of 40 hours per week. There is no 
maximum number of work hours when school is 
not in session. 
Proof of age is required if there is doubt 
that an individual has not attained the 16th 
birthday. Such proof can be obtained by the 
minor from the minor's school district. 
Anything indicating race or national origin 
should not be obtained. 
Each area employing minors shall retain a 
separate register containing the names and 
addresses of minors employed, the starting 
and stopping times of their work each day, 
and the beginning and ending times of meal 
periods. These records shall be available at 
any time upon demand by any authorized. 
representative. An abstract of the Kentucky 
Child Labor Law indicating hours restrictions 
and p1ohibited occupations shall be posted in 
each area where minors work. 
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The following occupations are prohibited by 
law for all minors under 18 years of age: ..--
1. Occupations in or about plants or 
establishments manufacturing or1 
storing explosives or articles 
containing explosive components. 
2. Motor vehicle driver and outside 
helper. 
J. Coal mine occupations. 
4." Logging or sawmill operations. 
5. oPeration of pover-driven 
woodworking machines. 
6, Exposure to radioactive substances. 





of power-driven metal 
punching, and shearing 
9, Mining, other than coal. 
10. Slaughtering, meat packing or 
pi:ocessing, i:endering. 
ll. Operation of bakery machines. 
12. Operation 
machines. 
of .paper products 
13. Manufacture of brick, 
kindi:ed products. 
tile, 
14. Opei:ation of circular saws, 
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15. Wrecking, demolition, 
shipbreaking operations. 
16. Roofing operations, 
17. E~cavating operations. 
and 
18. In, about, or in connecton with any 
establishment where alcoholic 
liquors are distilled, rectified, 
compounded, brewed, manufactured, 
bottled, sold for consumption, or 
dispensed. 
19. Pool or billiard room. 
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An official travel request should be 
processed -even vhen there is no uxpense to 
.the University. .Approval for all travel and 
ezpenses must have, at: a ainimu.m, a 'two-tier 
supervisoq• approval. The following are 
reCOJmending and approving levels for: 
A. In-,St:ate Travel. For in-state travel, 
the employee must obtain the 
recol!lmendation of his/her immediate 
supervisor(s) and the approval of the 
recommending supervisor's supervisor. 
Travel requests should be submitted at 
least two weeks in advance. 
B. Out-of-State Travel. For out-of-state 
travel, the employee must obtain the 
recommendation of his/her immediate 
supervisor (s) through the level of 
Department Chair/Director. The approving 
official should be a Director reporting 
to the President, a Dean, Vice President, 
or the President. Tra,..el requests should 
be submitted at least three weeks in 
advance. 
C. International Travel. For travel outside 
the United States, the employee must 
obtain the recommendation of his/her 
supervisor (s) through the level of Vice 
President or Director reporting directly 
to the President. The approving official 
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To identify the contents of 
and to establish procedures 
release of the contents. 
personnel files 
for review and 
The l1niversity maintains a personnel fil~ on 
each employee for the purpose of personnel 
management and for personal review as 
appropriate. The University shall take 
appropriate steps to protect the privacy of 
personal information contained in personnel 
files. The Director of Personnel Services is 
responsible for maintaining the personnel 
files. 
Copies o.f documents may also be retained on 
file within the administrative unit in which 
the employee works. If other files are 
maintained, privacy and safekeeping shall 
conform, in all resp·ects, to the provisions of 
this policy. However, the official file, or 
record copy, is maintained in the Office of 
Personnel Services. 
The following is a description of documents 
which may be retained in the personnel files: 
A. Application for_ Employment; 
b. Resumes or Curriculum Vitae; 
C. Personnel Action Request (PAR); 
D. Vacation Requests; 
E. Accident Reports; 
F. Per-formance Appraisal Reports; 
G. Disciplinary Records, Counseling Records 
and other related documentation (NOTE: 
For inclusion of this type documentation 
in personnel files, the originator of the 
document must clearly state in the 
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document, •A copy of this correspondence 
will be placed in your official personnel 
file.•); 
H. Appropriate in~urance, retirement, and 
other benefits information; 
I. Employee· Separation Clearance Form; and 
J. Diplomas, certificates, training records, 
and related personal accomplishment 
documentation which may ?Je· submitted. 
A. request for access to re'!iew the tile shall 
be made in writing in advance by the 
individual to the Director of Personnel 
Services. Internal access to the official 
personnel file maintained in the Office of 
Personnel Services is subject to the following 
guidelines: 
A. An employee may review his/her official 
personnel file ~ubject to the following: 
1. The fOllowing types of 
copies thereof, shall 
for review upon request: 
documents, or 
be accessible 
a. Personnel action forms (such as· 
orig ina.l appointment, transfer, 
promotion, leave of absence, · 
layoff, change in salary, change 
of title) 
b. ,On-the-job accident reports 
c. Internal correspondence to the 
~mployee 
d. Attendance records 
e. Letters of commendation 
f. Letters of· reprimand 
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h, Retirement forms 
i. Biographical data form 
j. Employment application 
7/1/85 
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k. Grievance forms and answers 
1. Official management 
evaluations 
performance 
m, Wprkers I Compensation documents 
2, The following types of documents, or 
copies thereof, shall not be 
accessible for revieW: --





· investiga•tion of a 
to the 
possible 
er iminal offense 
Information being 
prepared for use 
developed or 
in civil, 
procedure3 criminal, or grievance 
Medical records 




e. Materials used by the University 
to plan for future operations 
3. The review of the file shall be miide 
during the regular business hours of 
the Office of Per·sonnel Services. A 
representative of that office shall be 
present with· the employee during his 
or her r~view of the file. 
Page3of7 
. ' 
PERSONNtL POLICY MANUAL 






4. An employee shall be permitted to 
make handwritten notes from the file 
but shall not be permitted to remove 
the file or portions thereof. 
5. Copies of any accessible material 
shall be forwarded on request to the 
~mployee upon payment of a fee for 
ea?h copy. 
B. Department Chairs/Office Directors, 
Deans/Supervisors of Office Directors, 
Vice Presidents and the President may 
request and review an individual 
pecsonnc 1 file provided the re is arr 
official University need for such access 
and provided th·e individual, whose file 
is to be reviewed, is under the 
requester's supervision. Requests to 
review records must be made in writing in 
advance by the· requestor to the Director 
of Personnel Services. 
External access to of(icial personnel files 
without specific written authorization is 
subject to the following guidelines: 
A. •oirectory information• about. an· employee 
will be released by the Office of 
Perso_nne:l Services without authorization 
from the individual employee. Directory 
information· includes the fact of past or 
present employment, verification of dates 
of employment, and position or title. 
B. An emplo/ee's employing unit, campus 
address, and campus and home telephone 
numbers may be made available through 
campus telephone directory information. 
C. Information which is a matter of public· 
record elsewhere, e.g., statistics as 
reflected in the official minutes of 
meetings of the Board of Regents, will be 
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considered as publ!.c information. 
The University will not, however, 
relinquish its right to limit access 
to its files on a •need-to-know• 
basis, even though such information 
may be public information, i.e., 
administrative files are not a 
library source for the curious. At 
the discretion of the Director of 
Personnel Services, however, public 
information contained in the 
personnel files may be released on 
the request of other agencies or at 
the _discretion of University 
officials. 
Other external access to official personnel 
files will be authorized by the ·office of 
Personne L Services under · the following 
circumstances: 
A. To protect the legal interests of the 
Universit:; when the Director of Personnel 
Services believe~ actions of an employee, 
or former employee, violate(d) the 
conditions of employment or otherwise 
threaten injury to University 
interest(s), University property, or to 
others. 
B, To a law enforcement authority when the 
Director of Personnel Services believes 
that an applicant, employee, or former 
employee may have engaged in illegal 
activities. 
C. In response to a request by a properly 
identified law enforcement authority to 
provide an individual's dates of 
attendance at work and home address. 
D. Pursuant to a federal, 
government statute or 
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specifi~ally- requires disclosure of 
certain information to certain parties. 
E. In response to a lawfully issued 
administrative summons or judicial order, 
including a search warrant or subpoena. 
A subpoena or other legal process for the 
prod:..ction of the personnel file shall be 
reviewed by the University Legal Counsel 
pC'iot to __ release of the information. 
F. In compelling circumstances affecting the 
immed late health or safety of the 
individual. 
The following procedures will· be used in case 
of a dispute over· mater-ial or information in 
the file. 
A. The employee who objects to mate I' ial or 
information in the file should sllbmit, in 
writing, a request for its removal to the 
pirector of Personnel. 
B. The Director of Personnel will review the 
request and, in cooperation with the 
employee's supervisor(s), decide if the 
disputed material or information should be 
removed. The Director of Personnel shall 
inform the employee of the de9ision. 
c. If the decision is favorable to the 
employee, the material or information will 
be returned to the employee for his/her 
. disposition. 
D. If the decision is not favorable, the 
employee may·submit, in writing, an appeal 
through supervisory channels to the 
Presiderit. The decision of the President 
is the final step in the appeal process. 
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The University shall act within the directives 
of appropriate Federal and Kentucky State Law 
regarding such files. 
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OP THE PA'l'BHT 
COMMITTBB: 
Revision Dates 
To provide mechanisms for the resolution of 
questions that arise regarding the rights and 
responsibilities of ownership of particular 
inventions, discoveries, software 
development, and copyright materials that 
result from research and other scholarly 
activities normally carried out by faculty, 
staff, and students of the University, and to 
provide encouragement of scholarly activities 
while offering both protection and 
recognition to those engaged in such 
activities as well as to the University. 
~aculty, staff, 





and students who participate 
association with others in 
discoveries shall disclose 
writing, such inventions or 
to the University Patent 
The Unive[Sity Patent Committee shall consist 
of the University Research Committee, plus 
the Vice President for Administrative and 
Fiscal Services, and the University Attorney. 
In cooperation with 






1. Determine according to the guidelines 
set forth in this policy whether the 
University has an interest in the 
invention or discovery. 
2. Recommend to the President concerning 
the feasibility of entering into a 
contract with recognized patent 
management agencies for the purpose 
of a patent application, patent 
development, and patent management 
for any invention or discovery that 
is determined to have interest to the 
University. 
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3. Negotiate with the inventor or 
discoverer an agreement for the 
distribution of income from a patent 
if the Committee recommends that the 
University enter a contract with a 
patent management agency. The 
agreement shall specifically state 




In determining the relative interest of the 
University in a given invention, discovery, 




Research sponsored by agencies 
outside the University may be covered 
by contracts which provide that all 
patent rights belong to the 
sponsoring ayency. If such an agency 
does not wish to retain the patent 
rights, they may release all or any 
portion of the rig~ts to the 
Universi.ty. 
Patents which arise from research 
projects financed wholly by 
University-administered funds shall 
be the complete property of the 
University and subject to $uch 
negotiation or transfer of ownership 
as the University desires. If· the 
Committee decides to recommend the 
pursuit of a patent, the inventor 
shall assign the patent of invention 
to the University or its agent and 
the Committee shall, unless there are 
unusual equities, recommend that 
arrangements be made for 15 percent 
of the gross income from the patent 
or invention be paid directly to the 
inventor or inventors. 
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In the event that a 
is not accepted by 
within 90 da,ys, the 
recommend that the 




rights to the 
released by the 
University to the individual 
inventor. 
Normally, a· copyright resulting from 
work accomplished by a faculty or 
staff rnember on his/her own time is 
the sole propet: ty of the author, 
composer, or arranger. Inventions, 
discoveries, or copyright material 
develope-a as a result of the 
inventor's, discoverer's, or author's 
·normal academic employment will be 
considered to be a joint effort of 
the University and the inventor or 
discoverer. In such cases 
negotiations such as described in 
item 3 under responsibilities of the 
Patent Committee above will be 
conducted. 
In all cases in which it has been determined 
that the University has a whole or part 
interest in an invention or discovery, 
agreements as to sharing of royalties are 
binding On both the Universit·y and the 
inventor or discoverer, but the University 
retains sole ownership of all patent and 
copyrights unless it agrees to release such 
rights to the inventor, discoverer, or 
author. 
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To insure compliance with federal laws in 
regard to certification, petitions, 
immigration, and visa matters as related to 
any employment (regular or nonregular) of 
foreign nationals within the University. 
The O[fice o( Personnel Services is 
responsib!e for representing the University 
in signing all applications for labor 
certification as well as certificates, 
petitions, and visa forms for aliens employed 
by the University and their families. 
The ·following procedure shall be followed 
when negotiating for the employment of an 
alien: 
1. Before making .a binding commitment 
concerning employment, the Dean or 
supervisor will inform Personnel 
Services of the intent to employ a 
citizen of another country. The 
Director of Personnel ;,ecvices is 
responsible for determining whether 
or not the visa of the alien is such 
that the alien can be corisidered 
legally for Uni ve rs i ty employment. 
(Because of visa restrictions, some 
aliens are not permitted to acc,!.Pt 
employment.) 
The Office of Personnel Services has 
the responsihilit¥ for preparing and 
suqmit,ting petitions to the u.s; 
Department of Labor and to the 
Immigration and Naturalization 
Service, in accordance with the 
procedures established by the 
Department of Labor and the U.S. 
Department of Justice, Ezpenses to 
be borne by the employer will be paid 
by the hiring department/office. All 
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3. When employment is approved, the" 
Office of Personnel Services will 
notify the alien in writing of 
!,is/her . visa or immigration status, 
indicating any time limits or 
conditions which might affect his/her 
employment and will outline any 
procedures to be followed by the 
alien ln maintaining his/her status. 
A copy of this letter will be .sent to 
the. appropriate Dean or supervisor. 
A spouse and/or children of aliens on J-1 
visas must obtain written permission from the 
Immigration and Naturalization Service before 
being employed. · 
All foreign nationals employed by the 
University are required to have a Social 
Security Number, but holders of F-1 or J-1 
visas are not required to participate in· 
Federal Social Security. llowever, federal 
regulations provide that holders of H-1, H-2, 
and J-2 visas must participate, ;i.nd 
deductions for .the Social Security Tax will 
be withheld frorn salaries accordingly. 
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To outline the policy under which any faculty 
or staff member (regular or nonregular) may 
provide a public service. 
Effective democracy requires of every citizen 
personal participation in political life as a 
voter and also as a governmental consultant 
or officii:>l where his/her talents are sought 
in the public interest. Hembershi"p on the 
faculty or staff of the University carries 
with it additional responsibilities of 
citizenship which reflect (a) the educator's 
func~ion as a source of informed objective 
counsel; and (b) the compact through which 
the University receives public funds .for uee 
in meeting society's educational needs. 
The kinds of public service defined are as 
follows: 
1. Public service 
character. 
of a professional 
2. Holding public. office at any 
(federal, state, or local) leVel. 





be asked to serve as: 
of certain 
University 
l. Expert witnesses whose testimony is 
so.ught in establishing, clarifying or 
interpreting the facts in a matter of 
public interest. 
2. Professional members of ad hoc task 
forces appointed by public officials 
to prepare factual reports on matters 
of public interest. 
3. Professional consultants on matters 
of personal competence to 
governmental agencies _or task forces. 
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ski 11s and 
public need. 
practitioners to provide 
services in times of 
It is the policy of the University to do what 
it can, on request, to make its personnel 
available for public service of a 
professionai character: 
1. If the individual's University rluties 
can continue to be per formed 
satisfactorily-; 
2. If the individual confines his/her 
testimony or counsel tO matterS 
within his/her professional 
competence needed by public officials 
in weighing the relative merits of 
alternate courses of act~on; and 
3, ·If the individual's remuneration 
beyond out-of-pocket expen:;e does not 
infringe on regulations ~inding on 
the University. 
All personnel requested· by public officials 
to per form such services shall notify · their 
respective Deans or supervisors o~ the natur:e 
and conditions of the assignment, 
remuneration expected (if any), and the 
effect the assignment· will have on 
performance of .the el1lpfoyee's duties at the 
University. 
Under existing University policies, members 
of its faculty and staff may campaign for any 
public offi~e without modification of the 
terms and conditions of their University 
status, if the campaign does not interfere 
with the performance of assigned University 
duties (in anr way deemed sfgnificant by 
officers of the University). If the campaign 
does 1nteriere with· the performance of 
assigned University duties, the individual 
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must resign from his/her 
University or petition for 
without salary. 
position with the 
a leave of absence 
In .suCh campaign activities, the individual's 
relationship to the University is not to be 
exploited either directly or indirectly. 
If elec:ted or appointed, a member of the 
faculty or staff may accept a public office 
(e.g., membership on town councils, local 
school boards) that does not interfere with 
the individual's performance of assigned 
u,,iversity duties without modification of the 
terms and conditions of his/her University 
status. 
If ~lected or appointed to an office that 
would interfere ..,ith the performance of 
assigned University duties, in any ..,ay deemed 
significant by officers of the University, 
the individual must resign from his/her 
position with the University or petition for 
leave of absence without salary. 
Effective democracy provides the right of 
every private citizen to endorse a specific 
political candidate or cause. However·, such 
endorsement should not infer or reflect the 
support of the University for such political 
candidate or cause . 
. The University assumes no .responsibility for 
the endorsement of a political candidate or 
cause by members ·of its faculty or staff. 
Except for th~ limited purpose of identifying 
the University as the employer of the faculty 
or staff member . making a political 
endorsement, the name of the ·university is 
not to be connected with such an endorsement 
in any way. No endorsement shall be made on 
the official stationery of the University nor 
on statiol'lery having the University address 
or a University telephone number. 
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To ou tline the conditions governing personal 
compensation f or services rendered by a 
faculty or s taff member to external 
gove rnmental agencies. 
Every faculty o r · s taf f member (either regular 
or nonregular) who anticipates personal 
remunerati o n f o r special work for any 
external governmental agency o r department 
will submit a written statement to his/ her 
Department Chair o r supervisor covering the 
f ollowing points: 
1. Descr1pt1on of the service to be 
rendered. 
2 . Statement of time required. 
3. Amount of personal compensation 
e xpected. 
4. Ef fect of s1.1ch service on the 
, nd : ·, , dual ' s obligations t o the 
Universi ty. 
Service for personal compensation may be 
undertaken only after receipt of written 
appLoval from the President of the 
University. Compensa ti on for such work w·.11 
be appro ved onl1 when the Un iversity c an 
assert formally that the additional work 
involved wi 11 not interfere or conflict with 
the faculty o r staff member ' s o bligations to 
the Univer si t i itself. Proposals being 
submi tted to external s o urces which include 
persona l compensation for faculty and staff 
that have been proc essed through t he Office 
of Resear c h, Grants and Contracts and 
approved by the President for submission are 
excluded. 
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OF A RELATIVE: 
~: 
EXCEPTIONS~ 
To outlirle the 






circumstances under- which 
may not be employed by the 
This. policy' includes relatives by blood or 
marriage. incl~ding parents and children, 
husbands and •wives, brothers and sisters, 
brothers- and sisters-in-law, mothers- and 
fathers-in-law, uncles, aunts, nieces and 
nephews, and step-relatives in· the same 
relationship • 
. Sel~ction, placement, promotion, and all 
ether matters pertaining to employment of 
academic and support staff shall be made 
without regard to family · status of the 
individual. SuperviSors .and administrators 
will _consider each person on personal merits, 
qualificatiolls, and skills. Therefore, both 
husbands and wives or any _other kinship can 
exist at this institution and within the same 
department, 
The University sh-"11 not employ a ·relative as 
defined above in the following circumstances: 
· 1. No relc1t•ive of any member of the 
Board of Regents shall be employed 
except that upon writ.ten 
·r-ecommendation of the President of 
the University one such relative of 
each member Of- the Board of Regents 
rnc1y be _appointed upon confirmation by 
the other appointecl mernberS. 
2. Placements shall not be made _where 
one employee is in a position to 
supervise or to influence the related 
· employee's selection, placement, rate 
_of. pay," promotion, tenure, teaching 
load, or other status Or interest of 
the· relative, of where the handling 
of confidential information could 
create awkward work situations. 
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The conditions outlined herein shall apply, 
also, if two employees become related through 
marriag~ after they are employed. In such 
cases if one of the exceptions above applies, 
one of the employees shall relinquish his/her 
position. Efforts will be mad'e, if feasible, 
to find other employment for. that individual. 
Page 2 o[ 2 
PERSONNEL POLICY UANUAL II 
Subject: Resignation from 
University Employment 
Section Rusaber1 PG - 23 















To outline the amount 
faculty or staff member 
or she resigns. 
of formal notice a 
shoul¢1 giv~ when he 
The faculty member should give no less than 
60 calendar days' notice of resignation. It 
is expected that such resignation from 
employment shall be effective at the end of a 
semester. 
It ls expected 
give at least 
resignation. 
that administrative officers 
60 calendar days• notice of 
It is expected that staff exempt employees 
give at least one month's notice · of 
resignation. 
It is expected that staff nonexempt employees 
give at least two calendar weeks I notice of 
· resignation. 
If the expectations for adequate notice as 
provided in this policy are not met, or if 
other mutually satisfactory arrangements are 
not made, the employee may be ineligible for 
rehire at Horehe'aa State University. Notice 
of any such action will be provided to the 
employee by the supervisor. 
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To provide conditions wherein time off 
without loss of pay for wqrk lime missed is 
granted foC" a regular, full-time or 
continuing, p·art-time faculty or staff member 
for a death in the family or funeral 
attendance. 
Up to three ~ays shall be granted without 
loss of pay for work time missed within a• 
seven consecutive day period commencing with 
the date of death of a member of a staff 
1ne1i1ber 's immediate family for attendance to 
funeral matters. An exception may be made in 
u case requiring extens..ive travel time for a 
funeral outside the state of . Kentucky and 
more lhun 400 miles from· the staff member's 
residence, When such except ion is approved 
by the appropriate supervisor, up to two 
additional work days off may be granted •. 
Time off without loss of pay also ma;· be 
approved by the appropriate supervisor not to 
exceed one-half (l:il day to attend the ft;neral 
service of· an associate, close friend, or 
relative not defined as immediate ·family 
below. 
in addition to that described 






accrued vacation or earned 
time, at the staff member's 
A staff member already on time off chargeable 
to an authorized University holiday excluding 
vacation shall not receive such death-in-
family paid time off for that day. 
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A staf( ,nember's immediate family is defined 
as: 
Father or father-in-law 
Mother or mother-in-law 
Stepfather or stepmother 
Brother, sister, or brother- or 
:::;ister-in-law 
Stepbrother or stepsister 
Spouse 
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To provide a means for identification of 
regular full-time faculty and staff members 
and their families by means of identification 
(IO) cards. 
The Office of Personnel 
each regular full-time 







A spouse or unman ied dependent child may be 
issued an ID card upon request by a regul~r 
full-time faculty or staff member. A fee may 
be assesi;ed [or each additional ID card 
i:;sued. 
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To prtlVide regular full-time faculty and 
s~aff inemhers opportunity to advance their 
educa~ion by taking University courses 
without cost, i[ enrolled in the University. 
Any re~1ular full-time faculty or staff member 
who bar, completed the probationary period, if 
applicabie, is eligible to· request tuition 
waiver. 
A regular full-time faculty or staff member 
may take one course up to a maximum of foul: 
creJlt hours edch semester and, during the 
-Jummer, only one course up to a maximum of 
four ci:edit hours. The course work must be 
within the Univt"?rsity's three coll_eges. 
(, request foL tuition waiver is made on the 
Request for Payment of Registration Fees Form. 
and must be approved by the supervisor and 
approeriate vic:e president. A copy of the 
form shall be forwarJed toJ the Office of 
Personnel Services, 
Permission may _be granted by a supervisor 
upon wdtten r'?quest to take classes during 
work hours. If approved, the wOrk will be 
made up by adjusting the individual's vork 
schedule. If the facul_ty or staff meriber 
cannot agree on suitable rescheduling 
arrangements., the. matter shall be resolved by 
the appropriat•! vice president. 
,\dditivnal 
hours per 
courses beyond the four er.edit 
Jemester (or summer session) 
1.1aximun, ma.1 Le tai,;en out::;ide nortrial working 
hours .and at th-e faculty or staff rnemb!!r's 
own expens~. 
Page 1 of l 
PERSONNEL POLICY MANUAL II 












To outline the procedure to be followed in 
the event o[ an on-the-job injury or 
occupational illness. 
All types of University employment, full-time 
or· part-time, are covered if an accident or 
occupational illness arises out of and in the 
course L( employm~nt, unless self-inflicted 
or due to willfu~ misconduct or intoxication. 
It is the le~al responsibility of any 
employee involved in a job-related accident 
or .i.llness to report the accident or illness 
t~ the supervisor, or another supervisor if 
the emµloyee 's ·supervisor is not available, 
as soon as practicable after the occurrence 
of the accident. 
Superv ia;ors 'have the ::es pons ibili ty for 
investigatirig the accident or illness and 
submitting a Supervisor's Investigation 
neport Form-within 24 hours of the accident 
to the Office of Personnel .:iervices. The 
Office ·of Personnel Services is responsible 
(or st?tting i•nto motion the necessary 
procedures to provide appropriate workers' 
compensation coverage to the employee. 
Medical expenses normally shall be paid in 
full for hosp~tal, surgical, doctor and 
nursing ~erv1ces, and medicines and drugs, 
for treatment related to a job-related injury 
or illne::;s. If an E?mplo::-ee is unable to work 
for an ex tended period o [ time because of the 
job-reLJteJ injury or illness, inc!emnity 
payments normally ar~ paid for the work-time 
lost. The·se i)ayrae'nts represent a percentage 
of the employee's average ·weekly wage. An. 
employee may elect to use accumulated sick 
leave instead of rece1v1ng these payments. 
In such instances, the eraploree shall endorse 
the workers' compensation benefit check to 
the Ur.iversitJ. The amount of the workers' 
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compensation check will bP. used to reinstate 
any vacation days and/oc sick days used in 
that order. Calculations for reinstatement 
will be at the dail.ii• rate paid by the 
University to the employee during his/her 
absence. In the event of death, there may be 
certain survivor benefits for eligible 
dependents. 
Management at all levels has the 
responsibility for every operational activity 
of the department, and each supervisor must 
acc~pt his or her share of the responsibility 
for the safety of employees. 
It is a basic principle of the University I s 
safety philosophy that each organization is 
responsible for safety and that each 
employee, in accepting employment, assumes a 
personal responsibility for working safely. 
Each ~mploy"ee must accept the principle that 
compliance with safety requirements is a 
condition of employment. 
Page 2 of 2 
PERSONNEL POLICY MANUAL II 
Subject: University's Program 
of Personnel Benefits 














on personnel benefits available 
full-time faculty and staff 
The University maintains a comprehensive 
program of personnel benefits for all full.-
time- regular faculty and staff members and 
eligible dependents. Information about these 
programs is found in a variety of policies, 
handbooks, and bcochures prepared to acquaint 
faculty and staff members about employment 
with the University. Such programs of 
benefits are under constant review and are 
subj'ect to periodic revision. ·Furthe-r 
information may be obtained from the Office 
of Personnel Services. 
The University continues benefit 
contributions on a twelve-month basis, for 
n•ine-, ten- and eleven-month employees, who 
have been employed by the University for the 
next fiscal year. It is the responsibility 
of nine-, Len-, and eleven-month employees to 
continue optional employee contr-ibutions, 
such as optiqnal li Ee insurance 1 family Blue 
ci-oss/Blue Shield coverage; cancer insurance; 
etc., during periods that employees are not 
included on the Univer~ity's payroll. 
Under the provisions of the Consolidated 
Omnibus Budget Reconciliation Act of 1985 
(COBRA) which was Si~ned into law on April 7, 
1986, with an effective date of July 1, 1986, 
the University's regular full-time employees, 
their SpC!USes, and their· eligible dependent~ 
may elect to continue their health care 
coverage under tti,e University's medical plan 
in certain instances where coverage would 
otherwise be terminated. Those instances 
include termination of employment for reasons 
other than gross misconduct; death of the 
employee, ~ivorce or legal separation, 
none_ligibility for Medicare, or reduction in 
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the hours of employment. Under the law, 
regular full-time employees, their spouses, 
and their dependen.ts must be offered 
continuation coverage for a period of up to 
three years unless the coverage was lost 
through · termination of employment or 
reduction in hours. In those cases, the 
requh"ed coverage period will be 18 months. 
However, the law permits continuation 
coverage to be immediately . terminated when 
the University no longer provides group 
medical coverage, premiums for coverage are 
not paid, eligibility for Medicare is 
attained, the spouse· remarries, coverage is 
provided under another group health plan, or_ 
the dependent ceases to be a •dependent 
child• under the criter,ia established in the 
medica~ plan. Entitlements for continuation 
coverage of meUical benefits must be 
processed through the Office of Personnel 
Services. 
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To provide a means to obtain information 
regarding a faculty or staff member's 
attitude toward the University and his/her 
job, work area, and supervisor upon 
termination of employment or retirement and 
to determine that the faculty or staff 
m"!mber 1 s obligations to the University have 
been settled properly prior -to the final date 
of employment. 
Upon termination or retirement, the faculty 
or ~taff member will be scheduled for an 
interview· by the Office of Personnel 
Services. The interview for staff will be 
conducted by the Office of Personnel 
Services. Intenr.iews for faculty will be 
conducted by the ,Jppropriate Dean. ·The 
purpose of the interview will "'be to discuss 
with th~ employee his/her c1ttitude$ toward 
the- University, the job,· the unit in which 
he/she was emplo3ed, and· the· supervisor or 
manager to whom the individual reported. 
In order to have a frank exchange of 
information, the person conducting the 
in~erview will re,;:uest from the employee 
authorization to share the information with 
those concerned. If such permission is r.ot 
3rant:ed, the information will not be 
disclosed. However, such information still 
will have value in determining patterns of 
problems that can be • shared generally with 
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The facult}· or staff member shall complete a 
checklist of things to do before leaving 
Univecsit}· employment on an Employment 
Separation Clearance form provided by the 
supervisor and sign and date the form and 
present it to th~ Office of Personnel 
se·rvices at the .time of the exit interview. 
NOTE: Failure to liquidate outstanditlg debts 
to the University will result in the 
indebtedness becoming a matter of official 
record. 
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D E L E T B D 
To outline Some conditions wherein full-time, 
temporary, or part-time faculty and staff 
members shall not receive a payroll check due 
until certain conditions are met. This 
policy shall not limit the University in 
withholding paychecks for other circumstances 
that mat arise that are not listed herein. 
The University will withhold the issuan·ce of 
a fin.il payroll chec!t to any faculty or staff 
member wt10 i:3 leaving Univer·sity employment 
until said individual fulfills all of his/her 
obligations· as stipulated in the employment 
contract or any University rules and 
regulations. 
Faculty or staff members who. are continuing 
employment with the University are under a 
duty to fulfill obligations within the 
prescribed period of time designated by 
applicable· Uni..,ersit:,• rules or regulations. 
Failure to meet these obligations permits 
Morehead State University to withhold ·the 
next payroll check until such ti~e as the 
obli~ations .are· satisfactorily met. 
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To specify the University policy regarding 
the mandatory age for retirement of tenured 
faculty and for ceemployment of retired 
faculty and staff after entering into either 
the KTRS or KERS. 
RBTI R1!NE11'1' AGE , 
The mandatory retirement age shall be age 70 
for tenured faculty ..,ith mandatory 
retirement occurring on the day after th'? 
last examination day of the academic semester 
or session, as applicable, in which a faculty 
member's 70th birthday occurs or, if the 70th 
birthday falls between semesters or sessions, 
the day after the 70th birthday. The 
amendment to the Age Discrimination in 
Employment Act of 1967, which provided for 
the mandatory retirement of tenured faculty, 
is currently scheduled for repeal on 
December 31, 1993. Ther~ is no mandacory 






Normally, faculty and staff members are not 
continued in employment after retiring on a 





under Kentucky law, an individual 
reemployed without forfeiture of 
to the following lirnits: 
Under the Kentucity ~eachers 
Retirement System a retired faculty 
member may be reappointed to teac!i as 
a substitute or on a part-time Casis 
not to exceed 100 days per year. 
Undec the Kentucky Employees 
Retirement System, a retired einployee 
may be rehited in accordance with the 
annual earning limits established by 
the Kentucky Employees Reti:ement 
System. 
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To establish a program of performance 
evaluat ions for regular, full-time, and 
continuing part-time staff members. 
At least once annua lly, the supervisor sha ll 
evaluate the employee in selected key area■ 
on a f o rm provided by the Office of Peraonnel 
Services. 
The superviso r sha ll review the completed 
performance evaluation form with the employee 
and provide fo r co11111ent from the employee 
regarding his/ her performance. The employee 
&hall si gn the form indicating that he/she 
has seen it. Such signature cfoes not 
indicate accep tance by the employee of the 
review. 
Per forruance evaluations are used for 
assistance and decisions in such areas aa 
eruployee counseling, transfer, promotion, 
demo tion , discharge reco111111endations, training 
and development needs and t o maximize 
eruployee potenfial. Completed forms shall be 
sent to the Office of Personnel Services for 
retent ion after the superviaora have reviewed 
t he evaluat i on with the employee. The 
employee and employ ing unit sha ll reta i n a 
copy also . 
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The final salary payment will be calculated 
on a pro rata daily basis to and including 
the da~e of death if the deceased was 
actively employed, while using vacaton, sick 
leave, other paid time off, or on leave with 
pay. If the deceased employee was included 
in: a · vacation plan that provides for the 
pe.:•ment Of unused vacation at the time. of 
termination of employment, a payment for 
unused vacation time, if any, will also bd 
included in the final salary check. 
.Applicable taxes and benefits 
shall be made as appropriate from 
salary payment. · 
deductions 
the final 
The final salary ·check for a deceased 
e.mployee shall be issued to the proper payee 
in accordance with Kentucky State laws. The 
Office of Personnel Services shall determine 
the proper payee_ from the laws and 
beneficiary designation on file. 
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TO A SDPBRVISOR 
OR DEPAR'l'MBNT 







To provide. consistency th::oughout the 
University 1n answerlng inquiries regarding 
present or former faculty or st~ff m~mbers. 
Inquiries addressed to the University (rather 
than to an individual) should be forwarded to 
the Office of Personnel Services. 
Inquiries conce c n ing an employee's insurance 
claims and coverage, and related matters· 
should be referred to the Office of Personnel 
Sei:vices. 
In format ion requested· bY legal means should 
be channeled through the Office of Personnel 
Services. 
a. Nonderogatory, public information which 
is already published, such as· information 
contained in University or community 
telephone directories or in University 
catalogs, ma~· be divulge~, 
b. Information regarding the employee's 
record with the University concernirig 
quality of work, attendance record, dates 
o.f employmen·t, and so forth may be given 
provided the individual repoctin~ can 
defend the inf~rmation he/she provides. 
a. Salary infor1nation is not ·released by the 
Office of Personnel sTrvices. However, 
such · information is · available from 





Page_ l of 2 
regarding. an employee 'e 
some other ernplofer is not 
PERSONNEL POLICY MANUAL II 
S~bject: Answering Personnel 
Inquh.Ies 
Section Huaber: PG - 34 
IHQUIRIBS THAT 






c. Information requested to assist a 
collection agency is not given. (Such 
agencies sometimes will ask questions 
such as where an employee works or parks 
his car or what time his shift ends. 
Also, forwarding addresses are often 
requested.) 
Request for information not covered by the 
policy should be directed to the Office of 
Personnel Servi.ces. 
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To state the Un'iversity'a 
the effective date of 
termination of employment •. 
pol:cy concer~ing 
employment or 
NOTE: Th is p0licy does not apply to fac~lty 
appointments. 
The effective date of emPloyment shall be the 
first day ~he employee 19 actively at work. 
The effective date 
eniployment ~hall be the 
is activel/ at work. 
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To insure that language· used ~n classified 
advertising· complies With State and Federal 
legislation and maintains a standard of 
public rela~ions. 
The Director of Personnel Se~vices is 
responsible for coordinating the placement of 
all help wanted advertisements for the 
University in newspapers and other 
publications and for reviewing the wording of 





State and Federal 
of all such 
iri compliance with 
lE:gislation, and 
A standard o( public relations 
through advertising can be 
maintained·. 
A super'v'.isor wishing to pli.lce a help wanted 
advertisement sha_ll contact the Director of 
Personnel Servic~s for guidance. 
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To outline the pr9cess followed when filling 
a regular, full-time vacan~y. 
a. Any administrative unit which wishes to 
fill a vacancy or create a new position 
must complete. the •Faculty or Support 
Staff Search Proc~dure Checklist.• 
b. The checklist must contain the necessary 
information to proceed with a job search 
by inCluding: 
c, 
l. Recommended membership of the search 
·committee of any academic or 
administrative opening. Search 
commit~ees appointed to recommend 
final candidates for certain 
positions include members, wherever 
possible, of protectea .. classes. 
2. 'Appropriate budge.I: approval from the 
Vice President for Administrative and 
Fi5cal. Services. 
3. A list of recommended. newspaper•S and 
publications where the vacancy should. 
be advertised. 
4: · A completed Morehead State University 
Employment Opportun·i ty . form 
containing a ·job description and· 
qualifications for the vacancy. 
5 •. Approval by the Department. 
Chair/Office Director, Dean/Supervisor 
of Office Director and the 
appropriate Vice President. The 
Pr~sident provides fina~ authorization 
to pursue the search. 
The ·Director 
rE:!v iews each 
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Affirmative action and equal employment 
opportunity are the joint responsibility of 
the supervisor with the vacancy and the 
Director of Personnel Services. The Director 
of Personnel Services and the Affirmative 
Action Officer shall make sure that all steps 
outlined in the University 1 s Affirmative 
Action program are followed when filling the 
vacancy. 
All . staff exempt and staff nonexempt 
vaCancies shall be pos_ted 1nternell'y for five 
days to provide cutrent full-time staff 
·members with the opportunity for_ promotion •. 
Priority will be given to full-time employees 
prior to. ad:vertising the position externally. 
A position which had been posted within the 
past -i~ da.Ys does not need to be repqsted. 
Ability to do the job and previous work 
peC"formance· are factors considered by 
management in determining whether an employee 
is qualified for the particular. position. In 
considering abi.lity to do the job, a review 
is made of such things as the employee's work 
history, · a.ttendan.ce record, educational 
backgcound, and_ aptitude~. 
In. no circumstances can a promotion or 
transfer be denied or granted solely because 
of race, color, age, religion, sex, handicap, 
veteran status, or national origin. 
If no internal candidate 
management to be qualifed, 
advertised externally by 
Personnel Services. 
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a. All resumes and employment 
applications are properJ.y accepted· 
and recorded on the search rrocedure 
checklist. Applications are kept· for 
a minimum of two ye.irs or the life of 
Kentucky's desegregation plan by the 
Office of Personnel Services. 
b. •supplemental Personnel Data for 
Affirmative Action Recruitment• forms 
are independently forwarded to each 
applicant by the Office of Personnel 
Services. The form is used to 
ascertain sex, race, handicap, or 
veteran status of candidates. These 
forms are not seen by ·the Search 
committee or other persons directly 
involved in the hiring process. 
c. The Diiector of Personnel Services 
screens out applicants who do not 
minimally qualify under the posting 
and advertised requirements. Those 
who are cejected are again reviewed 
by the screening chairperson or 
intecviewing supervisor to 
substantiate the decision against the 
yeneral posting requirements. 
d. The Affirmative Action Officer 
reviews the applicant-flow listing to 
determine if there is adequate 
representafion fcom minorities or 
women. Depending upon the outcome, 
the position may be readvertised if, 
in tile opiniorl of the Affirmative 
ActiOn Officer, represent.ation is 
lacking of· pcotected class member:.. 
e. ,A11 selection or pcomotion decisions 
are based solely upon the· 
individual's qualifi_cations for the 
position. 
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The completed checklist is 
to the Office of Personnel 
returned 
Services 
includes for review. The checklii:1t 
those individuals who 
interviewed and those who were 





g. The -Affirmative Action Officer 
reviews the individual selected 
against any protected class comparing 
thOse who applied to determine if the 
selection was appropriate. If there 
are doubts, a written explanation may 
be requested for the hiring rationale 
and for the reasons why protected 
class members were rejE!cted. If the 
written justifications for 
nonselection of the pro~ected class 
· member are not in conformance With 
aff.irmative · action selection 
procedures, the Affirmative Actioo 
Officer is authorized to delay an. 
offer· of employment until the 
stateruent ·is evaluated or the 
nOnselection is resolved between the 
two parties. If agreement cannot be 
resolved, the Affirmative Actior'i 
.Officer ni:ust forward all informution · 
to the appi:opriate vice .. president for 
resolution. 
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To comply with legal requi'rement ... to provide 
rest periods to employees during ~eriods of 
work. · 
KRS 337.365 states that •no employer shall 
require any employt- to work without a rest 
period c,~ at least ten (10) minutes du(ing 
each four ( 4) hours worked, . except those 
employes who are under the Federal Railway 
Labor ,\ct. This shall be in addition to the 
regularly scheduled lunch period. No 
rec! 11ction in compensation shall be made for 
hourly or salaried emPloyes,• 
The University feels that a reasonable amount 
of time for this purpose should not exceed 15 
minutes durin,1 each half-day work pe·riod, .\t 
the discretion o.f the administrative head of 
department, it is permissible for employees·· 
to take· a reasonable amount of time off from 
a sustained work period to make use of the 
restroom facilities" or to refresh themselves 
from physical and .menta.l energies exp_Cnded i;-1 
the performance _of work. It should also be 
11nderstood that wori< routines must continue 
and absences from the work area· should- be 
arranged in such a manner as not. to disrupt 
the services of the office/department. The 
t;lniversity expects all employees to exercise 
thi,s privilege in a reasonsable manner and to· 
return to their work without undue delay. 
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To outline the things tha~ a faculty .or staff 
member should know about 9'ro1..p life and 
health insurance, retirement cor.~ributions, 
and other matters if he/she leaves University 
employment prior to retirement. 
Protection in this plan stops 31 days after 
the en~ of the pay period in which .the 
resignation becomes effective. The 
employee's University policy can be converted 
to an individual policy without a medical 
examination if application is made within 
this 31-day period. 
A faculty or staff member should ·contact the 
Office of Personnel Services if he/she wishes 
to take advantage. of the conversion 
privi~ege. 
NOTE: An individual who desires to continue 
life insurance and is in good health may be 
able to obtain more desirable coverage by 
contacting a representative· pf any commercial 
insurance company.· This is because convected 
policies are limited to one type. The amount 
which may be converted is limited to the 
a,nount . in force immediately prior to 
termination. 
The cost of the converted polic·y will be 
higher than the University's because (1) the 
type of insurance to which one converts is 
whole life insurance ins_tead of the less 
expensive group term insuran!==e, arid (2) the 
a.ge of the individual a.t time applicatioi:-i .for 
conveI"Sion is made 'is also a factor. 
GRvi::P MEDICAL 
·IN~URANCE: 
Under the provisions of the Consolidated 
Omnibus Budget Reconciliation Act of 1985 
(COBRA}, regular full-time employees, their 
spouses, and their eligible dependents may 
elect to continue their health care coverage 
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FINAL P,\Y CHECK: 
EXIT INTERVIEW: . 
Revision Date: 
under the University's medical plan in 
certain instances where coverage would 
otherwise be terminated (See PG - 28). 
Guidance regarding other optional insurance 
that may be applicable can be received by 
contacting the Office of Personnel Services, 
A faculty or staff member who is leaving 
University employment should contact the 
Office of Personnel Services regarding 
possible retirement benefits Or the 
~ithdrawal of contributions. 
The faculty or s·taff member a:lust make 
arrangements to receive his/her final pay 
check and year-end w-2· form. If a change o.: 
address i3 known, a new W-4 should be 
submitted. If there is a change of address 
after termination but before the end of the 
calendar year, the Payroll Office roust be 
notified so i"ear-end . tax statements cari be 
forwarded to the new address. 
The faculty or staff member is respo.nsible 
for completing the exit interview checklist 
and schedulin~ the exit interview with the 
Office of Personnel' Services, 
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To provide prov1s1ons for grantitg paid time 
off from work ·when necessary for full-time 
regular faculty and staff members to vote in 
national, state, and local·e~ectl~ns. 
Staff members of the University are 
encouraged to exercise their voting 
privileges at all national, state, and local 
elections. Ordinarily, work schedules permit 
adequate ,time for voting either before or 
after normal working h9urs. 
When it is not possible to v.ote at any other 
time, a regular full-time· faculty- or staff 
member will b~ granted time off from work for 
up to four" consecutive hours for the purpose 
of. voting on election days, without loss of 
pay. ·Time off for voting will be scheduleO 
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Subject: Salary Increase Upon 
Being Awarded ,w 
Advanced Degree 
Section Number: PG - 41 
Approval Date: 7/1/85 
Revision Date: 
PURPOSE: To outline the salary considerat-ions when an 
indiVidual is awarded an advanced degree. 
An individual' who .obtains 'Ion advanced dElgree 
which in the judgment of the administration 
is applicabl~ to the assigned· duties shall be 
rewarded in addition to regular increases 
awarded other "employees. 
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To inform employees of their 
deg a rd ing the care and 
University keys and property. 
responsibilitie~-
attention -of 
Implementation of a key control system allows 
convenient access to facilities and provides 
for facility security. To obtain a key for 
personal use, the employee must receive 
approval from their vice president or dean 
and obtain a l<ey from the Office of Safety 
and sec~r1ty, Key Request Forms ca~ be 
obtained from the offices of the ;.,ice 
f!'l!Sidents er deans. Upon appropriate 
apptc'Jal cf the request, the employee ;.rill 
personally deliver the approved key request 
form to the Office of Safety and Security. 
U;on issuance of a ~y, an employee is 
required to sign a ke:, agreement indicating 
that he.'she .,..ill not 1plicate the key or 
loan the ~ey to unaut ~rized personnel and 
will return the key to .:.he Office of Safety 
.:md Sec:.:"rity .,..hen no lonr;er needed or :..:;.-:n 
separation from University e:nployment. Lost 
or stolen keys should be reported immediately 
to the appropriate supe:-·:isor (5) at which 
time a lost key report wi:~ :::-e completed. In 
the event of negligence, .1 a::1ar3e for a l.ock 
change may be assessed w~o::1 a key is lost or 
stolen. This cha:3e must be ~aid b7 ta~ 
employee before a new key is issued. 
Ern;:lcyees may be issued :inive:-sit;· ~rcpe,rt:: 
and other equipment nec:essari· to .;:erf::rm 
their day-to-day duties ~n~ res;onsibilities. 
::n addition, employees ma:-· ::e given access to 
the ~niversity's com;_::.i>:.er s;·st.e:r,5 ·:i.l 
passwords. It is t::.e e:nployee'5 
responsibili~y that this equi~ment .1nd 
:::ateri~l, as well as indi•Jidual :::omputer 
passwords, computer data t.ases, and access to 
computer resources and equi;rnent be 
maintained with the ,1t::;ost .:are and ~e 
protected from :nisuse and/or abuse. Once 
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EMPLOYEE PENALTY . 
UPON VIOLATION 
OF POLICY: 
materials have been provided, the 




Violation of any part of the key agreement or 
the misuse and/or abuse c,f computer 
?asswords, compute~ data base, or computing 
resources and equipment may result in 
revocation of all lcey or computer privit~ges 
and/or subject the e::::ipl.:-iyee to discipL:;.uy 
action. Under Kentucky Revised Statutes, an"j 
person who knowingly :nakes, or causes to :le 
made, any Universi~y Ice}" shall be guilt:., 0f a 
Class rl misdemeanor. Likewise, misuse and/or 
abuse, destruction, or unauthorized access to 
University p:::o?erty and/or computer systems 
i.s subject to disci_ ::1arv ac~ion a:1d/or 
d!.s:nissal f:::om U:iii:ersl e:r.Plo:i,-rnent, 
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Revision Date: 
To provide regular full-time staff eligible 
fqr retirement under the Kentucky Employee or 
Kentucky Teachers' Retirement System an 
opportunity to retire earlier than the age 
required to qualify for social security 
benefits or the mandatory a3e of retirement 
from the University, and to continue in a 
part-time support capacity with the 
Univ_ersity. 
Any staff member eligible for retirement 
urider th~ regular Kentucky Retirement Systems 
ma:,· apply for early retirement. A request to 
tdke early retirement is to- be made by the 
staff member directly to the requesting 
member's supervisor. A· decision on whether 
to grant the early retirement request will be 
made by the appropriate supervisors 
{director, department chair, dean, vice 
president) artd will be based upon the 
staffing needs, present and future, of the 
affected office. If early retirement does 
not adversely affect the function of the 
office, then upon a favorable recommendation 
of the appropriate supervisors, the President 
may recommend final approval to the Board of 
Regents at the next scheduled meeting of the 
Board. Prior to the recommendation of the 
President, a fixed-term contract not to 
exceed four years will have been negotiated 
between the· staff member and the University, 
the provision of which should mutually meet 
.the needs of the contracting parties. 
The .negotiated first year salary shall not 
exceed 40 percent of the staff member's last 
base salary. Future salary adjustments will 
be permitted in accordance with salary 
distribution guidelines adopted by the 
institution each year. During the early 
retirernent P.er iod, the retired staff member 
may elect to pUrchase life insurance from the 
University's life insurance carrier under the 
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Approval Date: 7/18/86 
Revision Date: 
University's group plan. Single and family 
health insurance may also be purchased at the 
group rate; however, the Office of Personnel 
Services and the Budget Office will annually 
review the decision to continue to offer 
health and life insurance as a. part of the 
eiirly retirement plan. Continuation of the 
health an•~ life insurance plans for the staff 
in early retirement is contingent upon 
budgetary impact. 
This special appointment category carries 
with it -the . expectations, duties, and 
respansibilitieS of a part~~ime Position. 
Sick leave will be permitted in accordance. 
with the University- personnel policies, 
office space will b~ made available, and 
library and special purchase privileges 
(bookstore, athletic tickets, etc.) will .be 
available in accordance· with University 
policies and proceduI"es. The ·staff member's 
performance will also be evaluated utilizing 
the same evaluation instrument as used to 
evaluate regui"ar staff. This . speCial 
appointinent category carries with it no· less 
responsibility for performance, attendance, 
and professional ethics and responsibilities 
than that of a regular employee and will be 
governed by the University personnel policies 
with the excep_tions as-""'defined previously. 
Staff must retire fully from the University 
in accordance with current personnel policy 
at age 70. 
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PURPOSE: 
ADMINISTRATION 




To establish the policies and procedures for 
administering the Staff Job Classification 
and Compensation Plan approved by !::he Board 
of Regents on January 29, 1988. 
It shall be the obiective of the IJniversity 
to maintain a Staff Classification System 
based on the job evaluation techniques 
contained in the Classification, 
Compensation, and Job Evaluation Study 
conducted by Cresap, McCormick and Paget and 
subsequently adopted by the Board of Regents 
on January 29, 1988. It shall further be the 
objective of the Board to compensate staff 
members in an equitable and competitive 
manner within the resollrces available to the 
institution for staff compensation. 
The Board of Regents authorizes the President 
to administer the Plan. All staff 
appointments s'lall be in 21cc'Jrdance ...,ith the 
Staff Job Classificat:.on and Cornpe:-isatio::i 
Plan. The scope of the University's annual 
audit by an external auditing firm shall be 
expanded to encompass an audit of 
institutional complianc~ ~ith the policies 
and procedures for administering the Plan. 
The Board of Regents :nay amend the Staff .Job 
Classification and Compensation Plan in 
response to budgetary constraints, changes in 
state and Federal law or regulations, and/or 
based upon any financial exigency which rni.ght 
affect the University's ability to 
appropriately respond to internally- or 
externally-imposed fiscal rest=aint~. The 
Office of Personnel Services shall maintain 
the Staff Job Classification and Compensation 
Plan. The Plan shall be available in the 
Office of P""rsonnel Services and in the 
Camden-Carroll Library for review by any 
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shall be a 
coste:: and 
part of the 
appointment 
The President shall appoint a Job Evaluation 
Committee. The Committee shall hear and 
decide on job classification appeals, and in 
conjunction with the Office of Personnel 
Services, : t shall review 3nd recomuend 
changes ':O the Plan. Routine personne: 
actions which do not necessitate a change in 
job c!.assification shall not require review 
by the Jo~ Evaluation Committee. Questions 
or disputes that arise from the Plan's 
administration shall be resolved by the Job 
Evaluation Committee. 
Classifi::at1on and grade assignments for new 
positions, or reclassi~ication of existin9 
positior.s, shall be s..:bmitted to the 
Personnel Office fo::: review and 
i::ecommendation to the Job E·1:1L:a:: :-r. 
Com.mi t tee. Appeals t:) the P:ar,' =, )ob 
classification shall be accepted through June 
30, i988. The classification and ;rade 
dete:::mination shall be based on 'the 
tequire!!!.ents of the position as defined on 
the job description and on factor compar !sons 
with other like or similar positions. 
The University shall maintain and administer 
a job classification system that is 
responsive to the management of s::aff 
employees and is consistent with the 
::lassification techniques contained in the 
Plan appC"oved by the Board of Regents. An 
ongoing review of sll job classifications 
..-ill be conducted by the Office o! ?ersonnel 
Services. The review shall permit equitable 
and routine adjustments consistent with the 
staffing needs of the University and 
available resources. 
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The Administration shall. maintain .ind 
addinister a compensation schedule that is 
equitable in its administration and is 
cons.istent with each job classification and 
grade determined in the job classification 
system. The compensation schedule shall be 
reviewed annually and adjusted when 
appropriate within the resources available to 
the University for staff salaries and wages. 
·To assist in determining if annual changes in 
the compensation- schedule are necessary, the 
Office of Personnel Services shall conduct 
compensation surveys as appropriate but, as a 
minimum, will conduct a comprehensive survey 
every three years. The Office of Personnel 
Services in conjunction with the Office of 
Budgets shall recommend to the President any 
adjustments to the schedule. The President 
shall recommend to the Board of Regents for 
its approval any adjustments prior to 
irttplementation. The survey and review should 
coincide with t~e University's annual 
planning and budgeting process. 
With the resources available annually for 
staff salary increases, it shall be the 
objective of the University to adjust 
salaries of employees, who are meeting job 
expectations, toward the midpoint of their 
grade. Employees whose salaries are within 
the third and fourth quartiles of their grade 
range, and who are meeting job expectations, 
shall continue to move through their 
respective grad@ range. Resources 
permitting, cost-of-living increases shall be 
considered when annual salary and wage 
adjustments are determined. 
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Wage, and Salary 
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Appcoval Date: 5/13/BB 
Revision Date: 
If additional funds are available · following 
this initial distribution, such funds shall 
be allocated within guidelines developed by 
the administration, 
The Equal EmploymePt Opportunity categories 
of all university positions are generally 
classified as exemot and nonexempt and are 
indicated below: · 
01 E:xeclltive,'Admir.istrative/Managerial 
(Exempt) 
02 Faculty (Exempt} 
03 Professional, Nonfaculty (Exempt) 
04 Secretarial/Clerical (Nonexempt) 
05 Technical/Paraprofessional (Nonexempt) 
06 Skilled c~afts {Nonexe~pt1 




of Fer sannel 
Chair/Office 
t:":e ~ollowing 
Services and the 
Director shall 
provisions: 
A. N~w Hire. The normal entry rate of pay 
for a newly-hired staff e::iployee shall be 
::he minimum of the fira;t. quartile for the 
grade. Under certain conditions, a staff 
employee may be started at a rate higher 
than the entry rate but not greater than 
the salar1 permitted for the grade, The 
Job Evaluation Com.'tllttee shall review and 
:~commend to the President any salary 
greater than the entry level. Written 
justif1cation for a starting rate higher 
than the entry rate shall accompanr the 
:'equest f:om the ~ic!ng administrati~e 
unit head to the Director of Personnel 
Se:vices. l'/hen requesting an exception, 
sufficient lead tirne shall be gi•,1en to 
assess the justification and make a 
recommendation to the Job Evaluation 
Committee and obtain a final decision by 
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the President. Justification shall -




No other qualified applicant is 
available for hire at the entry rate. 
A definite need exists for the 
to be f i !led by an position 
individual possessing the skills. 
that education, and experience beyond 
normally required to perform 
satisfactorily the duties of the 
position. 
The desired applicant does in fact 
have conclusive suoocrt that he/she 
posse~ses the si(. i 1 iS, education, and 
experience beyond ~ha~ required of 
the position. 
Employment of t:-ie desired applicant 
does not resul.~ 1n cil5Ctl:t.1:1ation 
against, nor ha~e an adverse impact 
upon members of any race, sex, or 
eth:,ic group. 
B. Promotion and Reclassification. Upon 
promotion or reclassification to a highe:-
grade, an employee's nei., rate of pay will 
be the entry rate of the new grade, I! 
the entry rate is less than the 
employee's current rate, the employee's 
new rate rnay be increased up to 5 percent 
higher than the current rate with the 
approval of Personnel Setvices and the 
hiring unit. 
for employees in positions whi::h ar'i:!: 
reclassified individually, ~he pay rate 
shall become effectiv':! on the first day 
of the month following final approval of 
the reclassification. For employees 
reviewed as part of a series review, pay 
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PG - 44 
5/13/B_B 
rates shall become ·effective at the 
beginning of the next fiscal year. 
A pay increase upon pro::.:otion shall not 
jeopardize an employee's eligibility for 
annual increases. 
Retroactive pay adjustments shall net be 
.aad'?. 
C. Acting, Interim, or Tempora:y 
Appointments. If an employee se!.'"ves in 
an acting, interim, or temporary capacity 
for at least one (1) month, the employee 
shall receive the entry rate of pay for 
the position in which he or she is 
serving in an acting, interim, or 
temporary capacity. If the entry rate is 
~elow the employee's current rate and 
with the approval of Personnel Services 
and the hiring unit, the rate may be 
increased up tc 5 percent, ot .JP ~o 10 
percent if the employee continues duties 
in the former position, higher than the 
emplcyee 's current rate. When :et urned 
to t!le former position, the employee 
shall revert to the Eorme: ri:lte of pay 
with any annual increases awarded during 
the absence from the former position. 
o. Demotion. A demotion is the movement of 
a staff employee to a lower grade level. 
A demotion shall not jeopardize an 
employee's eligibility for annual 
increases. The no:::.nal adjusted salar:; 
for a demoted staff membet shall be 
deter:nined by Personnel Services 
accod ing to the follo.,,.ing: 
1. An individual who voluntarily accepts 
a position in a lower grade shall 
retain his or her current rate of pay 
for the remaining portion of the 
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a. 
F. 
At the current fiscal year. 
beginning of the new fiscal 
employee sha 11 he pa id at 
rate of the lower grade. 
increases shall be calculated 





2. An individual who is involuntacily 
assigned to a lo...,e: grade level for 
cause, or for financial exige:-icy, 
shall be irruuediat':!ly paid at the 
er.try rate of the lower ,arade. 
However, the , employee shall retain 
his or her current rate for the 
remaining portion of the current 
fiscal yea: if the involunta:y 
assignment resulted from 
reclassificat1on due to ~anbudgetary 
or gar. uat ional changes. At ~!le 
beginnins of the new fiscal year, U-,e 
employee shall be paid at the ~:-i.t:-y 
rate of the l?wer 3rade, :..nm.:al 
increase shall be calc:ilated b,Jsed on 
the lower pay rate. 
Late rel rransfe::. A lateral t:ansfer is 
the movement by an employee to another 
position of equivalent grade. In the 
case of a lateral transfer, the employee 
shall retain his or her current pay rate. 
Lateral transfer shall noc jeopardize an 
e~ployee's eligibility fo: annual 
increases. 
Reinstate:uent or Recall. The nor:nal .:-ate 
of pay for a reinstated or recalled staff 
employee, within one year, shall be the 
fornier rate or the ~ntry rate ;.;hic:'leve: 
is gceater, 
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overtime oc Conpensatory Time. 
pay and/or compensatory time 
granted under the conditions of 
the Personnel ?olicy ttan~al. 
classification Chanqe.§.· 
Evaluation ColO!llittee section on 
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i.'tPLOYHEHT ~ 
Rest:= !cted fund employees 2:re those O?mplo:i·ees 
hired .in positions fm· projects funded from 
external sources. i?roiecl: :Ii.rectors shall 
use the Ur:,iversity's ~pay schedules when 
developing budgets for projects. The 
OniYe!:s1ty does not assume any obligation to 
supplem~nt .-ages and salaries of externally-
funded employees who are ilot compensated at 




Fixed-Term II and Wage Payroll appointments, 
full-time for less t!":an six months or less 
tnan 50 percent time for up to one 1ear, 
shall have a pay rate of at least the Federal 
minimum wage but not more .than the entry rate 
for the position and grade of the duties 
being per!:or:r.ed, The· fcllow!.ng exceptions 
apply only for temporary or part-time 
employment of retired members of Kentucky 
Teachers' Retirement Syste~ (KTRS) and 
Kentucky Employees Retirement System (RERS): 
2. 
Under KTRS, a retired member may be 
reei!!ployed for up to fort:,- (40) 
percent of :ime during any fiscal 
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a retired member may be 
in accordance with the 
earnings ~imitation 
by KERS, 
